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. Lights blaze late as another business year ends 
oe in e@ Save money and space by establishing a records center! 
e How to plan, prepare, and write effective reports 


e What you should know to meet wage-hour regulations 
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‘* As efficient as my streamlined kitchen,” his wife said 


His wife knows why he gets home on time now! 


qeeeerrrcccccccreecensecscccccssssssseesseeeeeeeeeeseeseeessesesessesecscceseeeeneeeeesseneeeeeeee ordinary desks. And imagine 


New Work-Organized Desk (a beauty, too) is : this! There’s even drawer space 
, : for your telephone and waste- 

really amazing help in getting day's work done : paper. Really ingenious! 
. With the desk top clear and 


everything efficiently organized 
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Leave it to a woman to quickly note and in the drawers you just can’t help but do more, 
appreciate work-saving efficiency. But it’s the easier. An office equipped with Work-Organized 
man behind the new Shaw-Walker Work- Desks is a far more efficient operation. 
Organized Desk who profits. He gets away from The 292-page Shaw-Walker “Office Guide” 
the office earlier and is less tired. pictures, describes and prices 86 models of 
Ingenious Work-Organizing drawers provide color-styled Work-Organized Desks and 5,000 
space for letter trays, paper folio, card files, other items. Ask our local branch store or 


binders and other items that clutter the top of dealer or write Muskegon 87, Michigan. 


h Built Like o 


= Largest Exclusive Makers of Office Equipment 
Muskegon 87, Mich. Representatives Everywhere 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 88 
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“Telephoning ahead saves precious selling time,” says Gene Flaherty, road construction equipment manufacturer. 
Pp y: Y quip 


“We make sure we see the right man by 
telephoning ahead for out-of-town appointments” 


“Before we start on a trip,” says Mr. Flaherty, president of 
Flaherty Manufacturing, Inc., Pocatello, Idaho, “we telephone 
to make sure we can see the right man. We've found our cus- 
tomers appreciate confirmed appointments as much as we do. 


“Time is money, and we just can’t afford to cool our heels 
Mm a prospect’s reception room.” 


Mr. Flaherty has a good point. With the help of only two 
salesmen, he covers the United States, plus Canada, Alaska and 
several foreign countries. 

Now is a good time for you to start using this timesaving 
idea. Remember—always make and confirm out-of-town ap- 
pointments by telephone. 
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LONG DISTANCE RATES ARE LOW 


Daytime Station-to-Station calls 


For example: First 


Chicago to Indianapolis 70¢ 
St. Louis to Memphis 85¢ 
Boston to Washington, D.C. $110 
Pocatello, Idaho, to San Francisco 14° 
Baltimore to Los Angeles $250 


Add 10% federal excise tax 


BELL TELEPHONE SYSTEM 
Call by Number. It’s Twice as Fast. 


Each Added 


3 Minutes Minute 


20¢ 
25¢ 


eS ee ae ar a ae el a | a _ . ee. H SS 4 oar 
ae . rr ie 
be) cong 
Soweent 
ies 
ll 4 : | "* 
‘ ‘ 1 >... 
of 4 | | oY 
. m iy i ¥ ia ee i . 
a > . } — 4 ty 
j , ie. ¥ é 2 if le 
me Vi ee ere ae ¢ 4 eo 
‘ es ek ‘. ee i Bsc i . 
"4 Seer ie poe pay et Z ‘ : / > 
3 Boi oe eS ge Co ee j Se ‘it z J 
; Ss : a. eS . S : ee ke i ?>... ee : ‘hy ee 
a Or Be, ie ee ; ee foe a * _— 6, . q 
. em aoe ~~ =. { Hl | ia” oe j 
4 ’ — — . ee — | a Cee ee ; 5. ae hel 
: eee a 2. ee : =i \e) We iF teers  : 
ee 2 ee : see «peg i a a ae. i 
nee Oe Te a ee ie oPRiaS Bete sa eee seaitistcd ee SAE See nasty 
a ee “ey hee! . 4 PEEP EEE: £. eS & 
— ~~. “a age . oe Mtr ON a ss lc ke OOO S. 
és . oS * ‘ a . i + ee z ee ‘ { ag i 3 % . , Bs? ‘ ae : : F Re +, ae 3 re ig ; i — 
im & he %, 2 eS OLE en ee eT | 19m ; A se al 
os 8 AES es “ee ‘ 4 Oe Pm, ~. gee Wis Ww oe one ee 
fs # és is .. 3 = % ie : ’ bay, ris da . ' ) 4a ee . ne: tA ee ? = 
. wera ™* Ls Sane : ee . : - ae ae 2 hy, e 
oe : : bye ee ee . ae ; 3 ee Sue Cee Sage 4 
oe ee ‘ Sty - ps y f 4 = gs a s+ SSRs Se ae eee os ienaer <i. Mime ee i) 
a" eg: fee :, es 8 = x Es é , j ag? my vo ee * RO oe 
cd Bin Oh ee isa ae a oe ae : a 4 - Le 3 2 Pg onto = 
‘ ee 4 ems ee ogee og “ee P eee bie me : or 5 * ‘ 
; i Bon I ion é Phe . Whe Z iy ms - " a i a iy ik e big te Bas ae: ” ee i o a 
og a 3 ‘ ae 1£% ‘Set i : " . a4 " ‘ : ee ae ee eae Cea 
ee See gh Pein a, hea A i oy : A? ~- i ee Bip oS , F & 
oe ye sitar 3 rine AAS 5, - —— at Me re oa a 4 ‘ a 
” pee: . AE nf er 3 > ii " 4 ree - ‘ y : F 5 Rta te FS as REIN wage 0% 
4 ee Gi ad 3 i ~ 3 ; oe = “ ~ 
Le 4 ie ‘ A Roe a 5 i ty : , 
| > f a, pe 9 
Bs. z * te eas - * a ee. 
is ‘ 3° ‘ ‘ ah : ee 
oe “ 2 J : ae: or 
a ae ; - . ‘a be et ct aren ae .. ee ae ce eile 
SS ee. ‘ % a Ss ri ee : ue he ee aS i om 
on ee «scars cineommmmmtumncesastiall ra % 1 «i ; he: ue hae a Lh 
re) Beg 5 =, as Seat 4 a? ). Zz ge x * 
a 4 We A wees : Px i ip mi : AS i 4 E fe es he: 3 - 
Bian: eo an » ~~ 4 2 . =: Ge: y 
$ C ie og ’ 7 a ‘ : be ae ’ » , . asa 
sid me Pa . - i Sa : ¥ : : = : 
ce = Sars a a ” 3 f P ; ‘} is ee: . = mae de naieget i speeie- 
‘ : : ote eee ae aoe: @! : ee E ee oR E y is iJ a oe iat 
; i ae Veale ai) a 1" S&S See 3. oe 4 rs , Ne: 
ne i Bagh "i ee ea, ice ; ae x Bek og q i> ES 
ae ; pe ean 7, 75 m3 oe 3 7 es Rn he, ies 
Tees “aaee ae ~ ye % — . saat ey tees ae be al iil a 
oe Revie : a EF 8 ae eS ie , ee, ee Sor. 
. ‘ 7 i ny a a" fF (Ee | Ee rae ae a 
i e $ : Vo a = 1" oo pee . i SE pe c tl 
hel : é xs oat ¥ a a a wa i a Ae : By ¥ wr : 
; . Sa 2 = ae —_— iis 
# BG — a 3 a, - ; nes oy, rh i 
ig es eg Oa an : ~~ 3 . ma he ney ‘geri ere pr 
ree ee eA Oe es q a I : : red , Poe i i ae ; 
ee Se — ; “ ieee ma y Ma cg j ae igs Bel : | 
| Ra ’ Ms ‘ i ii, ete ee “ely right pe or i ihe 
; ae ae ae; ae ge Mt a em ee B pom 4 Br . “ey 
said ee ae a pico, Oe. itil a agit ae, me ring 
s iy ° : . 3 - - = B ae hes ote ; a nga a 
es —, 2 ue ay . ; ee . 
V a 7 
oe eas 
seat 
ek. 
us 
ee j 
------------------------------4 e 
\ eC: 
ee : ” 
| 
ee : 
! peed 
_ ' Ser 
! a 
| 
| 
| * 
! net 
) 30¢ | al 
| et 
40¢ " 
| 
65¢ ' am 
| He, 
FY ! 7 
1 * 
{ RE A Oe LO RE Oe OU ce. 
 ——_ 
i yy gy 4 
« BAY . 
po Ss g : 
atis S 7 
3 * 
PR 
ni 
. , : ™ ae 
: ee ae: ‘4 . 3 i Ee as a « : oF ae: \ P ‘ ve = 44 is 
ey a i * i Z ; linens a e ~: in, ee Ager Vey , : iz 7 cca 


DE 


Volum 


Pub 
semi-I 


GEYE 


Your 


Number One 
— Source 


—— for 


a Executive 


“¢ ; , 
ores esks 
ae ace dt ees 


See these and many other desks ce Jo 
in our extensive showrooms...where i ds #3 ‘i . 
executive and general office groupings Se: 
are arranged in attractive gallery Di 

settings to facilitate selections. ; 
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Write for copy of our new brochure - A 
“The HIDDEN ASSET in your annual report” 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


% 


erred 


in this issue: 


How to save money and space by establishing a rec- 
ords center * 23 
by F. L. Sward 


What management needs to know about wage and 


hour regulations 26 
by Robley D. Stevens 
Human relations, paperwork control. stressed at AMA 
conference ates 28 
New cost accounting system increases storeskeep- 
ing efficiency ; aoe), ae 


by Wayne Arthur 


How automation simplified paperwork control at 


Minneapolis-Honeywell 32 
The “how to” in planning, preparing, and writing 
effective reports 34 


by John B. Mayer 
Techniques of forms control outlined at SPA meeting 35 
“Human approach” to lighting, color coordination 
benefits Con Edison 37 
Tools of the office series 


This month: Filing equipment and office safes 44 
by Robert Beeman 


Why business courtesy is only good business 72 
by Ernest W. Fair 

Automation in the office 79 

The lights go on again (Editorial) 90 


LATE winter afternoons and gg 
early evenings cast a special spell 
in the business district of any 
great American city—as night 
softens the outline and detail of 
the office buildings, the blazing j 
lights of the offices within create 
stark, dramatic contrast. This 
year, however, the lights of offices 
working late have more than an 
esthetic significance. See edito- 
rial, page go. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and 
Cuba. er countries $9 a year. Single copies 45c; Yearboo! Issue $1. Copyright 
1957 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of 
Geyer’s Dealer Topics, Who Makes It and Where, and The Gift and Art Buyer. 
Please give 60 days’ rotification of any change of your address. Re entered as second 
ome mates Ene 29, 1953, at the Post e at New York, N. Y., under Act of 

» 1879. 
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MODERN BUSINESS METHODS 


MODERN SHIPPING METHODS 


Think how much you'd save by next-day delivery of 
high priority shipments. 


Then get the facts on surprisingly low rates from RIDDLE. 
RIDDLE Air Cargo Service means prompt market-to- 


market or portal-to-portal deliveries anywhere. 


a Pe 


a ay nT eee Mee SE oe Cae a 


Consult the yellow pages of your phone book I 
for the nearest RIDDLE representative, or write: 
Traffic Manager, Riddle Airlines, Inc., Miami 
International Airport, Miami, Florida 

At no obligation, give me full details on Riddle Airlines 
Cargo Service. 
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ee es es es ell 
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Chairmen chosen for major 
NOMA national committees 


Appointments of chairmen for mi 
jor national committees of the National 
Office Management Association have 
been announced by Frank G. Macll- 
roy, international president. These in- 
clude: 

L. R. Chase, Johnson & Johnson, 
Chicago — Chapter Program Services; 
E. L. Hamilton, Armco Steel Corp, 
Middletown, Ohio — Clinics; D. H, 
Fulton, Eastman Kodak Co., Roch- 
ester, N. Y. — Films; K. W. Moore, 
Chicago Title & Trust Co. — Interna- 
tional Conferences & Expositions; W, 
A. Noble, Gairdner & Co., Ltd., Mon- 
treal — Investment; B. P. Coffin, Proc- 
ter & Gamble Co., Cincinnati — Man- 
agement Book Shelf. 

Also: W. M. Alexander, Tennessee 
Eastman Co., Kingsport, Tenn. — 
Maze Award; G. Peoples, International 
Business Machines Corp., New ‘York— 
Membership; H. F. Lacey, Davison 
Chemical Co., Baltimore — Merit 
Award; F. Guillot, Industrial Finance 
& Thrift Corp., New Orleans — Nom. 
inating; W. J. Jacquette, Ernst & Ernst, 
New York — Office Automation; W. 
M. Polishook, Temple University, 
Philadelphia — Office Management 
Extension Courses; Emma Lee, Johns- 
Manville Sales Corp., San Francisco— 
Personnel; L. 
Inc., Detroit — Publicity. 

Also: R. W. Ball, Rochester Gas & 
Electric Co. — Research; D. S. Loef- 
fler, Ohio Beli Telephone Co., Cleve- 
land — Salary Survey; Gladys Peck, 
State Department of Education, Baton 
Rouge, La. — Schools; H. S. Allen, 
Fruehauf Trailer — Standards; J. F. 
Foley, Remington Rand, Inc., New 
York — Systems & Procedures. 


Economist stresses value 
of long-range planning 
The importance of making business 
decisions with a view to their effect 
five years or more in the future has 
become an increasingly pronounced 
factor in the modern business world, 
according to Peter F. Drucker, noted 
author and economist, in a recent ad- 
dress delivered before the Institute of 
Management Sciences’ Fourth Annual 
International Meeting in Detroit. 
The speaker pointed out that “there 
is nothing new about the fact that all 
economic activity is in contemplation 
of future results, and is, therefore, 
highly risky.” He emphasized that ia 
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Oaional Accounting Machine System saves us 


more than 100% a year on our investment.” —rne vioner conPoRATION, New York 


"We use the National Accounting Machine 
because of its many automatic features which 
do so much of the operators’ work that there 
is a great saving of both time and effort. 


“We estimate that these savings return us 
more than 100% a year on our investment. 


“There are other benefits besides direct sav- 
ings. The work is neater. Several records are 


made simultaneously. Needed figure informa- 
tion is obtained sooner—while it is news, not 
history. And employees are happier because 


the work is made easier.” 


President, The Lionel Corporation 


In your business, too, National 
machines will pay for themselves with 
the money they save, then continue 
savings as annual profit. Your nearby 
National man will gladly show how 
much you can save. 
(See the yellow pages 
in your phone book.) 


: ACCOUNTING MACHINES 
THE NATIONAL CASH REGISTER COMPANY, vayton 9, on10 © ADDING MACHINES « CASH REGISTERS 
989 OFFICES IN 94 COUNTRIES NCR PAPER (No Carson RequieD) 
kas - i Si DEM ae ae fe 
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recent years “the time span of all dled, according to Mr. Drucker, by 
entrepreneurial decisions has been the responsible manager, not the 
lengthening greatly,” and that the management scientist. But the  sci- 


speed of modern industry has “in- — entist can make a “very great con- 
creased much faster than the knowl- tribution” to this planning — a 
edge available” contribution which should include, 
Defining long-range planning as among other things, “the testing of 
“the rational making of present deci- = managerial objectives and assumptions 
sions with the best possible knowledge for plausibility, coherence, consistency, 
of their futurity,” Mr. Drucker said completeness and appropriateness.” 
one result of this knowledge is that Another IMS speaker, Michael Mon- 
“it should be possible to understand  talbano, director of computer research 
the risks that are involved in any — for Kaiser Steel Co., said that “man- 
eventual course of action.” agement science problems in industry 
Long-range planning should be han- —can_be said to ‘evolve’ rather than 


hands in the office a Pre-aligned carbons and second sheets 
.saves time, pooner _ for typewritten copies. 


Teo little typing and tec late? This commen offles “bottleneck” can ‘i 
effectively broken with HURON COPYSETTE. Typing preparation time — 
is cut to the very core by eliminating outmoded counting and aligning 
operations . . . unproductive time the stonearapne? can utilize for — 
actual typing. 

Efficiency is only one of the big plus features. Copies are sharp é 
easily read because every second sheet has its own fresh carbon. _ 
“Fingering” the carbon surface is — mime in ¢ : 

_ copies and in general Upinees. 


— oe sivdge 
for yourself how like ppc ands" 


ai 


MAIL TO PORT HURON SULPHITE & PAPER CO.; 
PORT HURON, MICHIGAN 


Gentlemen, Please send, without obligation, free 
samples of HURON COPYSETTE. 
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‘occur.’ This is true both of the prob. 
lems themselves, which continually 
change i in nature as management con. 
trol improves, and of the way in 
which the problems are stated — 
crudely at first, then with greater and 
greater refinement as experience and 
new ideas generate increased under. 
standing.” 

“This continuous cycle of statement, 
attempted solution and restatement 
has been expanded and accelerated by 
the recent resurgence of interest in 
management as a potentially scientific 
activity,” Mr. Montalbano added. 


Large clerical staff needed 
to justify EDP costs 


Firms considering “true” electronic 
data processing installation, where 
records are stored on some form of 
magnetic material, must have more 
than 1oo clerical workers involved 
with such duties as preparing reports 
and maintaining up-to-date records in 
order to be large enough to justify 
their own EDP systems, according to 
Roger L. Sisson, partner of Canning, 
Sisson and Associates, Los Angeles 
EDP consulting firm. 

Referring to recently-developed fig- 
ures compiled by his firm to support 
this contention, Mr. Sisson admitted 
it is “dangerous” to offer firm rules 
in a field as complex as electronic data 
processing. 

“For instance,” he said, “there is 
one system now on the market that 
shows promise of cutting this figure 
to 30 clerks, but it is still too early 
to say for sure. And another system 
recently announced may cut the figure 
even further, down to the area of 10 
to 20 clerks. 

“This figure of 100 clerks is based 
on the rather common policy that the 
system must pay for itself from clerical 
savings, or the displacement of punch 
card equipment, and is not paid for 
by improved management controls.” 

Mr. Sisson continued that some 
pioneering work is now underway in 
the use of “service bureaus” to provide 
electronic data processing services for 
the small business. Such a bureau owns, 
or rents, a machine and, in turn, sells 
time on the machine to various com- 
panies in its vicinity. 

“The problem here has been the 
reluctance of the small firms to turn 
their file records over to the service 


bureau,” he added. “They need these 
OFFICE MANAGEMENT 
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How to save money before banking it 


In 70 collection offices of General Electric Supply Com- 
pany, a division of General Electric Company, all in- 
coming checks from customers are photographed in 
low-cost Recordak Junior Microfilmers. 


The simple routine of pressing a button and getting a 
picture did away with a written remittance slip describing 
each and every check ; did away with “cashbook” entries, too. 


The clerical savings in eliminating these relatively easy 
transcription jobs are substantial—run from $1,000 per 
year for a small office to $5,000 for a big city office. 


Boosts daily bank balance 


The speed of Recordak Microfilming makes it possible to 
deposit all incoming checks in local banks the same day 
they are received—even around the 10th of the month 
when volume is heaviest. 


Many Additional Savings—tedious record keeping is by- 


passed in inventory reconciliation by microfilming records 
of incoming goods-in-transit and outgoing shipments. And 
it is no longer necessary to retype bids which must be 
submitted to the customer on his own forms. Lots of 
short cuts like this! 


And each collection office, of course, now has photo- 
graphically accurate film records, which can be filed in just 
2% of the space previously required . . . and viewed sharp 
and clear in the Recordak Junior’s built-in film reader. 


FREE Avaluable new booklet, ‘Short Cuts that Save Millions,” 

shows how routines like yours have been simplified in 
thousands of companies; how Recordak Microfilmers are de- 
signed for all requirements . . . give you up to 
80 pictures for 1¢. 


i me - MAIL COUPON TODAY —-~—~—~—~—~—~ 
= EF, | RECORDAK CORPORATION 
= | (Subsidiary of Eastman Kodak Company) F-12 
(Subsidi ee Kedok C ) 415 Madison Avenue, New York 17, N. Y. - 
idiary of Eastman Kodak Compan ; 
iginat ” f d al ia | Gentlemen: Please send free copy of “Short Cuts that Save Millions.” 
Originator of modern microfilming— | 
now in its 30th year Name Position 
Company Street 
; City State 
+: 
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MADE BRIGHTER 
THAN BRIGHT WITH 
FLUORESCENT DYE 


IN BRILLIANT WHITE WOVE OR LAID...AND COLORS 


Here’s the ideal paper for sales letterheads, an- 
nouncements, notices . . . for any application that will 
benefit from added interest and attention. Weston’s 
HAND WEAVE is now offered in both laid and wove 
finishes featuring a radiant blue-white color made out- 
standingly bright with fluorescent dye. 


BET tee 


PAPERS 


Laid finish is also available in four attractive pastel 
colors: Ivory, Blue, Green and Gray. Matching en- 
velopes in bright white and colors. 


Ask your printer to show you samples of this bril- 
liant new letterhead paper . . . or write for the new 
Weston’s HAND WEAVE sample book. Address Dept. OM. 


BYRON WESTON COMPANY 
Makers of Papers for Business Records Since 1863 
DALTON, MASSACHUSETTS 


COTTON FIBER BONDS «+ LEDGERS +* MACHINE POSTING LEDGERS + INDEX BRISTOLS 
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records always at their fingertips to 
answer inquiries. So service bureay 
work has beea rather limited. . . . Only 
recently have we seen much progress 
toward service bureaus maintaining 
the files for their clients.” 

Mr. Sisson mentioned the unique 
case of four competing insurance com- 
panies, each too small to afford its 
own system, which have pooled their 
resources and ordered one system to 
be shared among them. 

“This is the latest in a series of 
attempts to provide electronic data 
processing for the smaller business,” 
he continued, “and we are anxious to 
see how it works out.” 

Mr. Sisson emphasized that he was 
not referring to use of an electronic 
machine as part of a punched card in- 
stallation in his discussion of the cleri- 
cal workers necessary to warrant EDP 
installation. 


In Short— 


Management consulting firm 
organizes executive search staff 

“Ivory Hunting” — or the search 
for executives — is the name of a 
new program developed by Helen R. 
Wilson, management consultant firm 
in Los Angeles. The new unit will 
consist of a specialized executive search 
staff which will seek to fulfill demands 
for management men. Another pro- 
gram, the Junior Executive Search, is 
aimed at finding young men between 
the ages of 25-30 who are qualified to 
participate in the executive training 
programs currently undertaken by 
leading companies. Within the next 
three years, the firm reports, the needs 
for executives will rise an estimated 
ten per cent over the 1955 figures, 
while the supply will be increased by 
only four per cent. Figures for 1965 
point to a 22 per cent climb in man- 
agement’s demand over the 1955 level, 
while the supply is estimated at only 
eight per cent. 


Severely-disabled workers finding 
increased job opportunities 


Workers with severe physical dis- 
abilities, virtually shut out from all 
job opportunities as recently as five 
years ago, are finding that “the door 
is open now” and are being hired in 
increasing numbers, according to 
Richard C. Brockway, executive direc- 


(To page 13) 
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In the time it takes to smoke a cigarette... 


Let us show you the world’s finest office typewriter 
with the world’s finest features! 


Made for typists by typewriter experts, the Smith-Corona Eighty-Eight reflects 
fully the 65 years of experience which have gone into its development. Call 
your local Smith-Corona representative for a short, dramatic demonstration. 


TIMI ee ee Pert: 


you ned error control. 
you need error control. 


4 ge 


f—— aed 
Atay 


Clean, sleek and modern, 
faultless in performance. 
Each and every distinctive 
Smith-Corona feature brings 
you the finest correspon- 
dence .. . faster and easier. 
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Smith-Corona’s exclusive 
Page Gage tells you at a 
glance exactly how far you 
are from the bottom of 
your typed page. Saves you 
money and saves you time. 
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Half Spacing, the easiest, 
simplest method of error 
control, permits the addi- 
tion or deletion of a letter 
in a word, and eliminates 
the need for total re-typing. 


Liveliest touch on the mar- 
ket, Smith-Corona’s exclu- 
sive Response-O-Matic Ac- 
tion can accommodate the 
needs of any typist. Result: 
faster, easier, tireless typing. 
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THE 1958 
OFFICE MANAGEMENT 


YEARBOOK 


Published as a bonus (13th) issue in March 


THE ONLY ANNUAL DIRECTORY, REVIEW AND 

GUIDE TO THE EVER-GROWING OFFICE MARKET 

a OFFICE MANAGEMENT publishes a YEARBOOK as a separate bonus issue 
* for its readers to give them the vast store of reference material to supplement the 
twelve monthly numbers of OFFICE MANAGEMENT with their current news 
and regular editorial features. The new 1958 issue of the YEARBOOK will bring 


into total focus the year’s fast-moving trends in every phase of office administration 
and new equipment: 


Operations Research e Automation and Integrated Data Processing e Systems 


ee Design, Forms Revision and Simplification e New Developments in Office Layout 
wee and Furnishings e Directory of Manufacturers of Office Furniture and Furnishings 
ey og e Tools of the Office—Survey of Machine Developments e Directory of Manu 


facturers of Machines and Equipment e Personnel Practices e Catalogs, Booklets 
PE ak, and Brochures e Office of the Year Awards e Review of Year’s Calendar and Events 


ee A WORD TO ADVERTISERS: 
4 The Office Management YEARBOOK offers 
' the advertiser a medium for making a catalog 
presentation of his entire line—to have a “‘sales- 
i man” constantly at the buyer’s elbow every day 
be ' throughout the year. 
ay, * The combination of the 12 monthly issues of 
Eb Saat O.M. and the Office Management YEARBOOK 
Se hie is the economical, effective package for a full 


promotion job to the office market. Now while 
you are planning your schedules in OFFICE 
MANAGEMENT for the year ahead, be sure 
to include the O.M. YEARBOOK to round 
out your program. Send for complete data. 


OFFICE MANAGEMENT YEARBOOK 


Published by Office Management 


A Geyer-McAllister Publication 
212 Fifth Avenue New York 10, N. Y. 


Boston Chicago San Francisco —_ Los Angeles 
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tor of the New York State Labor De- 
partment’s Division of Employment. 
During 1956, the division found a rec- 
ord 34,000 jobs for disabled workers, 
Mr. Brockway said, “and to 2200 of 
these jobs, workers brought major dis- 
abilities which would not have been 
countenanced by employers as recently 
as five years ago.” He added: “Time, 
patience, repeated phone calls and visit 
after visit to employers are still re- 
quired every time our specially-trained 
interviewers place a_severely-disabled 
worker. But the significant thing is 
that the door is open now, and 
through it are walking more and more 
handicapped workers who can do a 
job well, disability notwithstanding.” 


Data Processing Corp. announces 
new division 

Formation of a Scientific Computa- 
tion Division, offering computing serv- 
ices to industry, institutions and gov- 
ernment throughout the Western 
states, has been announced by Data 
Processing Corp., Palo Alto, Calif. The 
company states that this addition to 
its program of offering punched card 
accounting, tabulating, statistics and 
business systems represents a “step 
toward fulfillment of a basic company 
objective — i. e., to provide a complete 
data processing service to business.” 


American Photocopy purchases 
Cummins-Chicago division 

Purchase for an undisclosed sum of 
the Plastic Binding Division of the 
Cummins-Chicago Corp., by American 
Photocopy Equipment Co., has been 
announced. The purchase includes the 
operating equipment and inventory of 
the division, and was designed to com- 
plement expansion of Apeco’s interests 
in the office equipment and supplies 
industry, the announcement adds. 
Cummins-Chicago will continue to 
manufacture its regular line of office 
machines. 


Manufacturing firm opens 
business machines laboratory 


A Machine Systems Center, a new 
laboratory and demonstration center 
recently completed by UARCO, Inc., 
Chicago manufacturer of business 
forms, has been opened to help busi- 
nessmen learn about data processing 
and how they may use it. Equipment 
in the laboratory includes typewriter 
tape punches, typewriter card punches, 
a tape-to-card reader, a sending-receiv- 
ing teleprinter, a teleprinter tape re- 
perforator, a teleprinter transmitter- 
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Ck. 


From the new smudge-proof carbon coat- 
ing to the new shock-proof back, modern 
Classic Carbon Paper is engineered to 
meet the more demanding require- 
ments of modern typewriters. 

With either electric typewriters or re- 
cent manual machines, modern Classic 
Carbon Paper produces a new sharpness 
of write and uniformity of appearance— 
truly the ultimate in carbon copies. 
The scientifically formulated carbon 
coating is deep dyed to form a perma- 
nent bond with the paper stock fibers. 
The carbon is transferred on/y by impact 
of the type face to produce permanent, 
smudge-proof characters. Micro-blended 
for absolute smoothness, this new 
coating assures complete uniformity of 
upper and lower case characters. 


COmpretety NEW! 


The shock- proof back softens the jarring 
action of high-speed electric typing— 
the cause of unevenness produced by 
ordinary carbons. Only the exact 
amount of carbon necessary to create 
a sharp, full-bodied image is released. 
For carbon copies that you'd be proud 
to send to anyone, specify Modern 
Classic—the carbon paper designed for 
modern typewriters. Columbia Ribbon 
and Carbon Manufacturing Co., Glen 
Cove, N. Y. 


FREE GUIDE! For your free copy of our 
new “Carbon Paper Facts” type make and 
model of your typewriter and the number of 
carbon copies normally required on your 
company letterhead end mail with coupon. 


—-———-—-—-—-—--—--- + 


MODERN CLASSIC 
CARBON PAPER 


by Nome 


| COLUMBIA RIBBON & CARBON MANUFACTURING CO., Ine. | 
| 7512 Herb Hill Road, Glen Cove, N. Y. 


Rush free—‘‘Carbon Paper Facts." 
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Xerox’ COPY FLO® continuous Printer 


Makes dry, positive prints from originals, or roll microfilm, 


in sizes up to 11” wide, at the rate of 20’ a minute. 
SETS NEW STANDARDS OF SPEED AND ECONOMY 


The Copyflo Continuous Printer represents a revolutionary advance- 
ment in the universally accepted, dry, electrostatic, photo-exact 
process of xerography. 

In the Copyflo unit the xerographic process is continuous and 
automatic, incorporating all necessary steps in one complete cycle. 
High quality prints of engineering drawings and other documents 
are made quickly and economically. 

Available in three models for specific applications. 


COPYFLO MODEL No. 1. 


Reproduces single copies continuously, up to 11” wide, from 35mm 
or 16mm roll microfilm. 


COPYFLO MODEL No. 2. 


Reproduces single copies of opaque or translucent originals, at ratios 
from 46% to 200% of original, to a maximum copy width of 11”. 


COPYFLO MODEL No. 3. 

Combines all features of Models No. 1 and No. 2 and is interchange- 
able from microfilm to original document operation and vice versa 
by a single control lever. 


WRITE for further information about the 
Copyflo Continuous Printer—the new dimension 
in copying from originals or roll microfilm. 


THE HALOID COMPANY 
Dept. 57-90X, Rochester 3, New York 
Branch offices in principal U.S. cities and Toronto 


HALOID 
XEROX 
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distributor, and auxiliary units. A 
team of seven systems planning ex. 
perts mans the Center. According to 
W. J. Suchors, UARCO’s general sales 
manager, the laboratory meets the 
need for a single facility where all 
the elements of an integrated data 
processing system can be considered 
together. 


Affiliation of Manpower, Inc. with 
Diners’ Club announced 


Recent affiliation of Manpower, Inc., 
worldwide temporary help firm, with 
the Diners’ Club will make it possible 
for Club members to charge Man- 
power’s business services in more than 
100 American and Canadian cities, 
The new arrangement, according to 
Manpower, will allow traveling Diners’ 
Club members to take advantage of 
the firm’s temporary help service, as 
well as a desk, telephone or other office 
facility in the cities they visit. A 
member may utilize these services by 
telephoning any Manpower branch 
office and stating his name, address 
and Diners’ Club card number. He 
will be billed in the regular manner 
by the Club. 


Rockefeller Center takes world lead 
in air conditioning 

Rockefeller Center’s integrated air 
conditioning system, formerly ranked 
second to the giant Pentagon Building 
installation in Washington, D. C., be- 
came the largest in the world for office 
buildings recently with the start of 
operation of two new refrigerating 
machines serving the 31-story Ameri- 
cas Building. The switch which ac- 
tivated service for the building was 
thrown by G. S. Eyssell, president of 
Rockefeller Center, Inc., and Cloud 
Wampler, chairman of the board of 
Carrier Corp., which has provided the 
major share of the Center’s cooling 
capacity. Other leading air condition- 
ing installations, rated on cooling 
capacity, include the Merchandise 
Mart, Chicago, (8,500 tons); the 
Southland Center, now under construc- 
tion in Dallas, (6,450 tons); and New 
York’s Empire State Building, (5,250 
tons). The Center’s capacity now to- 
tals 15,382 tons; the Pentagon’s 14,300 
tons. 


Firm launches in-plant 
educational benefits 


Helene Curtis Industries, Inc., a 
leading manufacturer of hair care and 
cosmetic preparations, has disclosed 
the launching of a unique educa- 
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HERE'S HOW... 


+<\ 
~ 


cuts order processing time from 


days to hours with an ADP* System 


* Automated Data Processing 


To gain maximum efficiency from its nation-wide sales 
operations, Reynolds Metals Company recently introduced 
an Ordermatic Service System. Now a customer’s order 
received anywhere in the country can be converted into a 
written production order at any one of Reynolds’ plants 
in a few hours—an operation that once took days. 


Upon receipt of a customer’s purchase order, the sales- 
man wire transmits it from his Sales Office to one of 
Reynolds’ Central Order Writing Offices. One of three 
speedy wire transmission methods is used: Facsimile (re- 
producing an exact picture of the purchase order), Private 
Teletype System (12,000 miles of private lines connect all 
Reynolds’ facilities), or Western Union Telegram. 


At the central office, a Production Order form—a 5-part 
MOORE Speediset—then is prepared on a tape-operated 
common language typewriter. Customer data is typed auto- 
matically from a master 5-channel punched paper tape. 
Items ordered, plant of manufacture, scheduled delivery 
date, etc., are typed manually. Acknowledgment is sent 
within hours of taking the order! 

While the Production Order form was being typed a 
by-product tape was automatically prepared, containing 
all necessary production information. This is wire trans- 
mitted to the proper manufacturing plant and to a tabulat- 


NIAGARA FALLS, NEW YORK ~*- 


DENTON, TEXAS > 


Pe ee 


ing department where statistical tab cards are automatically 
key punched. 


The order is typed automatically here on a continuous 
spirit hectograph master by a receiving Teletype machine. 
Production, scheduling and shipping papers are run off 
from this master. Upon shipment of every order, a Teletype 
message is sent to the salesman so he may advise the cus- 
tomer. Next, the hectograph master is completed with bill- 
ing information and invoice copies are made. 


These benefits are given Reynolds by the Ordermatic 
Service System: faster acknowledgment, shorter processing 
time, improved shipping notice, faster accumulation of 
order statistics and reduced workload of salesmen, sales 
service and production control. 


The Moore Man, using Moore 
facilities, helped with scientific 
design and construction of the 
forms used in this system. 


avTomarTeD 
DATA 
If you would like to read the details Pnocessme 
of this system in this booklet, write 
on your Company letterhead to the 


Moore office nearest you. 


MOORE BUSINESS FORMS 


EMERYVILLE, CALIFORNIA 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 


offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 
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Here are 
the contents 
of TWO 
conventional 
file cabinets, 
occupying 
855 Square 
Inches of 
FLOOR SPACE 


FILED IN ONE 


= —f — 15 ae pg 
OPEN SHELF FILING UNIT 


occupying only 541 
Square Inches of floor 
space, with more than 
two full shelves still 
empty and ready for 
use! 


EASY ON THE BUDGET! 


The cost of this Estey 
unit is only half that of 
the drawer cabinets 
shown! 

Write Dept. M for 
Estey Brochure No. 575 


eS 


cORPORATI ON 
350 BROADWAY NEW YORK 13,N. Y. 


tional program for its employees de- 
signed to help alleviate the serious 
shortage of college facilities and pro- 
vide industry management with a new 
method to improve employee perform- 
ance and attitude. In cooperation with 
Roosevelt University, Chicago, the firm 
is offering employees a general college 
education, with credits acceptable for 
degrees, through courses conducted by 
the university’s instructors in class- 
rooms in Curtis’ huge Chicago plant. 
Tuition, books and materials are all 
paid for by the company, and courses 
are open to all of its 1800 employees. 
While other industrial enterprises pro- 
vide in-plant training using college 
instructors, the firm relates, such 
courses given are related directly to 
on-the-job training rather than to the 
general college education avilable un- 
der its new program. 


Real estate executive recommends 
office-leasing standardization 


When a management decision is 
reached to lease office space, its imple- 
mentation must begin with selection 
of one competent “Office Space Execu- 
tive” and a top “Executive-in-Charge” 
to handle negotiations, recommends 
Julien J. Studley, president of Julien 
J. Studley, Inc., New York real estate 
firm. The next step in standardizing 
leasing procedures, according to Mr. 
Studley, is selection of a broker to 
provide information on availabilities 
and help in negotiations. Following 
preliminary studies of available space, 
rental, terms and other costs, study of 
the lease, and space, layout and special 
costs must be considered carefully by 
proposed tenants. Mr. Studley’s rec- 
ommendations were prepared on the 
basis of research among the firm’s 
clients, and with the assistance of the 
American Management Association’s 
seminar on “Planning and Executing 
the Move to the New Office Building.” 


New management consultant firm 
formed in Fort Worth 


George J. McNew, formerly vice 
president of A. Brandt Co., furniture 
manufacturers, Fort Worth, Texas, has 
formed his own management consult- 
ant firm in that city. The business, 
known as George J. McNew, Consult- 
ing Management Engineers, specializes 
in many phases of management, in- 
cluding human relations, methods 
simplification, and work measurement 
and standard costs. Address of the 
firm is 2475 W. Rosedale. 
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People in the News 


John E. Simmons has been appoint- 
ed manager of office services for Hag. 
an Chemicals & Controls, Inc., Pitts. 
burgh. 

Charles W. Leinbach, Jr., formerly 
assistant secretary, has been elected 
secretary of The Garrett Corp., Los 
Angeles. 

Dr. George N. Cornell has been ap- 
pointed director of the newly-created 
operations research department at A. 
E. Staley Mfg. Co., Decatur, III. 

Beatrice G. Roach, records manager 
of the Equitable Life Assurance Soci- 
ety of the United States, New York, 
has been elected president of the 
American Records Management Asso- 
ciation. 

L. H. LaMotte, executive vice presi- 
dent of International Business Ma- 
chines Corp., New York, and general 
manager of its Data Processing Divi- 
sion has been elected president of the 
Office Equipment Manufacturers In- 
stitute. 

Four new appointees at the Kodak 
Office, headquarters of Eastman Kodak 
Co., Rochester, N. Y., are Herbert W. 
Dean, named manager of office serv- 
ices; Lawrence E. Isaacson, appointed 
assistant manager of office services; 
Elmer Andrews, named manager of 
building services; and Robert E. 
O’Neill, appointed head of the mail 
and file department. 


Books and Pamphlets 


OFFICE AUTOMATION APPLICA. 
TION, by R. Hunt Brown. Automa- 
tion Consultants, Inc., 155 Fifth Ave., 
New York 10. $37.50. 

As a follow-up publication to the 
author’s Office Automation, this new 
handbook offers readers a first-hand 
account of what actual users of IDP 
and EDP have experienced with their 
equipment and systems through ap- 
plication. It includes a wide variety of 
industrial categories, with each case 
study treated in standard format style 
from named company backgrounds 
through the feasibility study, applica- 
tions, special problems, and summary 
and evaluation. More than 50 instal- 
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WITHOUT CARBONS 


NCR PAPER DOES IT!... produces cleaner, clearer copies 


Business forms users every where are dis- 
covering that NCR Paper speeds up 
their work. Without using carbon paper 
or even any carbonization, this amazing 
paper makes perfect copies of sales slips, 
invoices, premium notices, stock requisi- 
tions—any one of hundreds of applica- 
tions where clean, clear copies are needed. 

Non-smearing NCR Paper, perfected 
by the research laboratories of The Na- 
tional Cash Register Company, elimi- 
nates smudging of copies or fingers and 


ANOTHER PRODUCT OF 


9e9 OFFICES 
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is easy to handle because it requires no 
carbon inserts. Up to five legible copies 
can be made with a standard typewriter, 
ball-point pen or pencil and eight or more 
with a business machine or electric 
typewriter. 

NCR Paper is simple to use. Just put 
together several forms. Copies are ob- 
tained from hand written or business 
machine or typewriter forms. Finished 
copies are always neat and clean, easy 
to read. 


THE NATIONAL CASH REGISTER COMPANY, payton 9, Ohio 


IN 94 COUNTRIES 


Have your forms printed on NCR te eed 
by your present forms supplier. You'll be 
amazed how easily it solves the problem 
of producing multiple copies. You'll get 
better, cleaner copies in less time! Phone 


your present forms supplier, to- 
day, for further information. a” 


*TRADE MARK REG. U.S. PAT. OFF. 7 
Wattonal 
NCR PAPER AND SUPPLIES 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS: 
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. makes copies 
in 4 seconds 


...the simplest copy method of all 


In and out in 4 seconds. That’s All-Electric copying speed and 


5 simplicity. And it’s yours only in ‘“Thermo-Fax” Copying Ma- 

chines. This exclusive dry copying process eliminates all chemi- 
KS ‘3 cals and negatives. You make quick copies by electricity alone 
ae for as little as 5¢ per copy. You get more facts faster, make faster 
i . decisions. Try it on letters, records, invoices, reports or other 
Pen business information in your own office. See how much time and 


money All-Electric copying simplicity can save for you. Send 
coupon for details now. 


“Secretary” Copying Machine 
... copies legal or letterhead 
size papers in just 4 seconds. 


BRAND 


COPYING PRODUCTS 


gThermo-Fax | 


= On 
FA 
ws *eseanc™ 
The terms THERMO-FAX and SECRETARY 
are trademarks of Minnesota Mining & 


Mfg. Co., St. Paul 6, Minn. 


Sec” 


Minnesota Mining & 
Manufacturing Company 
Dept. KN-127, St. Paul 6, 
Minnesota 


Send full details on the time and money-saving THERMO-FAX “Secretary” Copying Machine, 


Name 


Company 


Address. 


City. Zone. State. 


lations are covered in detail, with 
pictures and/or flow charts included, 
The author is a consulting engineer. 


ACCOUNTING REPORTS FOR 
MANAGEMENT, by Ronello B. 
Lewis. Prentice-Hall, Inc., Englewood 
Cliffs, N. J. $15. 

This book, written by a former 
vice president and controller of Olin 
Mathieson Chemical Corp., takes as its 
central theme the proposition that an 
effective reporting system is one in 
which the pertinent facts are com- 
municated periodically and promptly 
to managemeni, relating to and cover- 
ing all significant results for each 
assigned responsibility. ..for each exist- 
ing authority...for each center of 
operation. ..and for each center of con- 
trol. Including basic techniques to 
improve reporting systems for a 
business of any size or nature, it 
covers such topics as 20 ways to 
improve eye appeal, 10 ways to pro- 
vide better control, the flash and/or 
management report, cash control, re- 
porting expenses, reporting research 
expenditures, capital expenditures and 
the monthly letter to the president, 
each of which is designed to help 
make reports command instant atten- 
tion, compel full reading and present 
the facts in a simple and clear fashion. 


MAKING MANAGEMENT HU- 
MAN: TESTING METHODS FOR 
APPLYING THE FINDINGS OF 
PSYCHOLOGY TO EVERYDAY 
PROBLEMS OF PEOPLE WORK- 
ING TOGETHER, by Alfred ]. Mar- 
row. 248 pages. McGraw-Hill Book 
Co., Inc., 330 W. 42nd St., New York 
36. $5 

Designed as a guide to the uses of 
psychology in observing and apprais- 
ing people in industry, their nature 
and their motives, this book indicates 
what psychology actually contributes 
to solving such problems as personal 
happiness and job productivity. The 
author, president of Harwood Mfg. 
Corp., draws on his 20 years’ front- 
line experience, including results of 
practical psychological applications and 
studies in his own company, for the 
facts presented. How to create in 
managerial staffs a greater sensitivity 
and awareness of social human prob- 
lems, how people feel and why they 
behave as they do are other subjects 
discussed in non-technical language. 
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There are several reasons why the new Olivetti Tetractys is the most 
advanced of all desk calculators: It combines calculations without inter- 
mediate figure re-entry. It processes business figurework at high speeds 
formerly associated only with non-printing calculators, and completes 
all calculations by printing results on tape. It has an automatic constant 
and a memory. It has two registers for automatic accumulation. It has 
a single, simple 10-key keyboard. Olivetti Corporation of America, 
580 Fifth Avenue, New York 36, New York. 


olivetti 
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In the largest 
cities—and in the 
smallest villages, 
too—Nekoosa 
Papers are serving 
American business 
with a complete 
line of papers for 
every office and 
every office use. 
Thousands of 
printers can supply 
them... more than 
135 Nekoosa 
Paper Merchants 
distribute them. 


NEKOOSA-EDWARDS 
PAPER COMPANY 
Port Edwards, Wisconsin 


a eS 


> MILLS at 
Port Edwards 
and 
Nekoosa, Wisconsin, 
and 
Potsdam, New York 


ne al ae ChE sca 


‘IN LOS ANGELES 


and from coast to coast... 


lS 


_ PAPERS 


Nekoosa Bond © Nekoosa Ledger © Nekoosa Duplicator @ Nekoosa Mimeo © Nekoosa Manifold e Nekoosa Offset “ 
Nekoosa Copy-Fax © Nekoosa Opaque © Nekoosa Master-Lucent © and companion ARDOR Papers 
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HOW TO RUN BETTER MEET- 
INGS, by Edward ]. Hegarty. 300 
pages. McGraw-Hill Book Co., Inc., 
330 W. 42nd St., New York, 36. $4.95. 

Mr. Hegarty, in his new book, 
explains a wide variety of problems a 
“meeting manager” is likely to face. 
These include inviting speakers and 
guests, how to arrange the meeting 
room, how to obtain guest speakers, 
how to handle disturbances, how to 
keep the meeting moving, and a num- 
ber of successful speaking techniques. 


Coming Events 


NAM National Industrial Council. New 
York, December 2-3. 


Sponsor: National Association of Man- 
ufacturers. Place: Waldorf-Astoria 
Hotel. 


AMA Personnel Conference. Chicago. 
December 2-4. 


Sponsor: American Management Asso- 
ciation. Place: Drake Hotel. 


NAM Annual Congress of American 
Industry. New York, December 4-6. 


Sponsor: National Association of Man- 


ufacturers. Place: Waldorf-Astoria 
Hotel. 
NACA’ Regional Conference. San 


Diego, December 5-7. 
Sponsor: National Association of Cost 
Accountants. Place: U. S. Grant Hotel. 


Eastern Joint Computer Conference. 
Washington, D. C., December 8-11. 

Sponsors: The Institute of Radio Engi- 
neers; American Institute of Electrical 
Engineers; Association for Computing 
Machinery. Place: Sheraton-Park Hotel. 


AMA West Coast General Management 


Conference. San Francisco, January 
21-24, 


Sponsor: American Management Asso- 
ciation. Place: Fairmont Hotel. 


2nd Annual ASQC Conference. Cleve- 
land, February 7-8. 


Sponsor: American Society for Quality 
Control. Place: Carter Hotel. 


3rd Annual Conference on Office 
Techniques and Practices and Business 
Machine & Office Equipment Exposi- 
_ Kansas City, Mo., February 17- 
Sponsors: University of Kansas Ex- 
tension Center in cooperation with 
Numerous associations. Place: Munici- 
pal Auditorium. 
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«4 With the EDITORS 


DECEMBER is a month posing for 
offices, as for individuals, peculiar 
problems. Containing within its 31 
days, not only Christmas, but also 
the close of business for the year, it 
is, in its final half, a compound of 
new difficulties for those responsible 
for the office: getting the last 
month’s records closed with per- 
sonnel who just must have a little 
time off for Christmas shopping. 
And of course the stores are 
crowded that a little time is never 
quite enough. Then, too, there is 
the perennial problem of the Christ- 
mas Party. In the office or out? 
For personnel only, or for wives and 
husbands of workers as well? If 
they’re invited, what to do about 
the unmarried members of the 
staff? Well, let them have one guest 
each. And, then, memories of some 
of the gucsts of times past brings 
the thought that maybe it would be 


much simpler just to let everyone 


have a little more time off. The net 
result, of course, is the Christmas 
Party as before, with the respon- 
sible “hosts” prayerfully keeping 
their fingers crossed—for the first 
half hour or so, and then relaxing, 
and realizing that it’s all a pretty 
good idea after all. 


THEN, of course, Christmas is, in 
many offices the season of the bonus. 
Employee interest in the bonus— 
its size, its arrival date, its adequacy 
or inadequacy to cover the expendi- 
tures already made for Christmas 
presents, is heartening evidence that 
the many dark thoughts about the 
indifference and lassitude of Ameri- 
can workers are unmerited. Any 
more industry, alertness, or general 
show of initiative in learning the 
facts of the matter would probably 
raise the ulcer rate in the account- 
ing department to a perilous degree. 


TO A lesser degree than with indi- 
viduals, the onslaught of Christmas 
cards brings its problems, too. At 
least the individual is faced only 
with the delicate problem of decid- 
ing just how to acknowledge the 
card from someone to whom he has 
neglected to send the season’s greet- 
ings. Everyone in an office who has 


much contact with the public, how- 
ever, has an even more unsettling 
problem—who are some of these 
people from whom cards have been 
received? Are these echoes of long 
vanished equipment salesmen? Ex- 
employees? 


THE QUIRKS of an unkind cal- 
endar have decreed that both Christ- 
mas and New Year’s this year fall 
on Wednesday, dead in the middle 
of the business week, which will 
mean even more complications. Sud- 
denly remembered will be fore- 
shortened vacations, small bits and 
pieces of overtime work not reg- 
istered at the time they occurred. 
Surely any reasonable office will 
agree that the worker is entitled, if 
not to both Monday and Tuesday, 
at least to one day preceding or 
following the holiday. Why, the 
office the worker’s best friend in- 
habits is giving everybody both 
days off! 


TO ADD to these characteristics 
of the season, the executive will sud- 
denly find that perhaps other offices 
have gone in for the general shut- 
down his workers so bitterly pro- 
claim universal. At least, he will 
find that everyone he tries to reach 
is suddenly quite unavailable. 


ALL in all, it makes the traditional 
release of inhibitions in the form 
of loud bangings, breath-consuming 
blowing of horns, and determined 
exercise of various noisemakers on 
the stroke of midnight on Decem- 
ber 31 less a return to ruder, more 
extroverted times, than a perfectly 
natural response to a state of ten- 
sion ended at last. The holidays are 
over, and everyone can come back 
to earth, and to good, old familiar 
routine. 


UNTIL THEN, in the full realiza- 
tion that we will enjoy the once-a- 
year state of chaos fully as much as 
our readers, may we wish you all 
the merriest of Christmases, and the 
happiest of New Years. 


aober*+ M SHH 


Editor 
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‘“Here’s what PS’ teamwork 
accomplished for us at Carrier Corp.” “ 


says THomas F’, LONERGAN, DrrEcTor, OFFICE METHODS AND PROCEDURES, CARRIER CorP., SYRACUSE, NEW York. 


‘“TECHNICAL assistance of the high order provided by Stand- 
ard Register has for several years been an important part of 
our success in streamlining business operations by simplifying 
paperwork. Most recently, Standard’s representatives helped 
us materialize our ideas in a highly advantageous data proc- 
essing system for service parts order handling and inventory 
control. Their ready understanding of system problems and 
wide knowledge of the techniques for efficient record-produc- 
tion earn them a place on the ‘PS Team.’”’ 

Do you have a paperwork problem? Skillfully designed 
forms, applied to appropriate machine equipment to speed 
the processing of serviceable records, can be the key factor 
in its practical solution. 

This is Standard Register’s specialty—the application of 
paperwork-simplifying forms and mechanisms to dovetail with 
customers’ objectives. It involves close Teamwork. The tested 
ideas and technical know-how accumulated from broad ex- 
perience serving America’s businesses are available on your 
Team when the Standard Representative is a member. 


THE STANDARD REGISTER COMPANY, DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIFORNIA 
Sales and Service Offices in Principal Cities 
Plants at Dayton; Oakland and Glendale, Calif.; York, Pa.; and Fayetteville, Ark. 
ASSOCIATES : R. L. Crain Limited, Ottawa, Ontario, Canada e W. H. Smith & Son 


(Alacra) Ltd., London, England e Gemah Formas Continuas, Caracas, Venezuela 
Impresora Ariel, S. A., Havana, Cuba e Sten Dahlander, Stockholm, Sweden. 


Standard Register au 
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VALUABLE DATA FREE Bea 


Read the complete details ful 
of the newest and most 
interesting paperwork sys- = Tal 
tems currently being in- | gor 
stalled by United States 
business. Ask to receive | %¢ 
§ your own copies of Stand- atti 
ard’s authoritative publi- hee 
cations on Paperwork Sim- , 
, plification science. Write ; tor 
today. ple 


PAPERWORK SIMPLIFICATION 


Business Forms . 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 88 OFFICE MANAGEMENT | DI 
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Conventional filing systems can eventually strangle an 


mee office. But organized programs of records storage can meet 


4 


ORK. 


ENT 


| . 
| all company needs smoothly and efficiently— 
} 1 


by F. L. Sward 


Facilities Section, Production Engine Dept., Aircraft Gas 
Turbine Divisions, General Electrie Co., Cincinnati, Ohio. 


HAVE YOU LOOKED in your base- 
ment lately? Or your attic? Or your 
warehouse? If you have you probably 
saw some old boxes, bundles or files 
stuffed with records. Possibly you 
made a mental note to do something 
about it. But have you done anything? 

All too frequently records pile up in 
operating offices, new filing equip- 
ment is purchased to house the expand- 
ing volume, and filing efficiency goes 
down while clerks plough through 
thousands of inactive papers to get at 
those which are needed. Finally the 
day comes when there is just no more 
space for additional file cabinets. At 
that point the oldest records are boxed 
in any handy container or, worse, 
wrapped in paper, labeled in some 
fashion, trundled off to some nook or 
cranny and, insofar as possible, for- 
gotten. This process is repeated until 
one or more areas in the basement, 
attic or warehouse are piled with 
boxes and bundles of every descrip- 
tion, covered with dust and in com- 
plete disorder. 

When the occasion arises, as it 
inevitably will, that a document is re- 
quired from storage, some unfortunate 
clerk is sent to the area and after 
much searching he perhaps produces 
it. Once the document is taken out 
of storage, chances are very remote 
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that it ever will be returned to its 
proper sequence. In short, after a few 
years of such haphazard treatment of 
inactive records, no one knows exactly 
what is in storage or where to begin 
to look. Management would just as 


ae 


L\® 


Clerks must often rummage blindly through inactive papers for needed reports 


How to save money and space by 


establishing a records center 


soon not face up to the problem since 
it is one that is easily postponed inde- 
finitely, and its costs, which are 
appalling, are disguised as general 
administrative expense. 
Problem under attack 

Some of our more progressive organ- 
izations have faced up to it. The 
proper handling of the tremendous 
volume of paperwork generated by 
modern business and governmental 
organizations in conducting — their 
affairs is at last receiving some serious 
attention by management. Much pro- 
gress has been made in the creation 
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Corrugated cardboard containers are a low-cost means of storing records 


phase of records management and in 
filing methods and equipment. Judi- 
cious application of “birth control” 
has choked off unnecessary records at 
their source. Many organizations have 
records retention schedules (quite 
unrealistic though they may be in 
some cases) covering all or a majority 
of their records. 

Regardless, however, of how thor- 
ough a job has been done in these 
areas of records controh, in the pro- 
cess of doing business some records are 
created which are of historical import- 
ance and must be preserved carefully. 
Others have only temporary  signifi- 
cance and must be moved aside for 
new records which are always being 
generated. -(The word “records” is 
used here to include all papers, books, 
drawings, photographs and other docu- 
mentary materials regardless of their 
physical form or characteristics in 
contrast to the more narrow sense of 
the word “records” in government 
contracts and in certain statutes.) At 
least part of the problem can be solved 
by establishing and maintaining an 
efficient, clean and orderly records 
storage center or archives. The reward 
is a handsome savings in records 
keeping costs with a relatively small 
expenditure of funds. 

The most obvious savings is in the 
purchase of filing equipment. A 
smoothly functioning records storage 
center can result in a remarkable 
reduction in this one item alone. 
Recovery of expensive floor space used 
for housing records in operating offices 
is another evident source of savings. 
Not only can a records center be 
located in an inexpensive area, but 
at least twice the volume of records 
can be stored and serviced on the 
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same floor space that is required in 
operating offices. 


Center requires exacting standards 


A well operated records storage 
center should, at a minimum, meet 
the following standards: 

1. Records should be protected from 
dirt, dust, moisture, fire, vermin, or 
rodent damage. 

2. Any stored record should be as 
readily available as a record housed 
in an active file. 

3. Reference service to stored records 
should be provided by telephone. In 
addition, a system for charging out 
records from the center and for fol- 
lowing up on charged out records to 
insure their return is essential. 

4. An index of stored records should 
be maintained showing the name of 
the record, the office that placed it in 
storage, the filing sequence, and the 
storage location. 

5. Acknowledgement of receipt 
should be returned to the office the 
records of which are being stored. 

6. A tickler file should be main- 
tained which will insure that records 
whose retention periods have expired 
are spotted for immediate destruction. 

7. Finally, the center should be 
manned by personnel who can main- 
tain harmonious customer relations, 
the “customers” in this case being all 
levels of employees of the organiza- 
tion. 

Any records center meeting these 
requirements will soon start attracting 
inactive records from operating offices 
without pressure from management. 

When it has been decided to estab- 
lish a records storage center, a suitable 
area must be located. Although sev- 


eral organizations within the last few 
years have erected buildings specif. 
cally designed for the storage of 
records, this is not essential; it is not 
even feasible, except for very large 
companies, because of the cost in. 
volved. Generally, space can be found 
in existing structures.. In fact, in 


many cases sufficient space is already ; 


being used for records storage—it’s 
just a matter of proper utilization. 


In deciding upon an area, the fol- | 
lowing factors should be given careful 


consideration: 

1. Location: The area selected 
should be close to the operating offices 
the records of which will be stored. 
This will hold to a minimum the time 
required to get files from storage. 

2. Cost: Warehouse type space is 
usually the least expensive per square 
foot, and, as long as it is clean, dry, 
well heated and protected from fire, 
flood and similar hazards, it is suited 
for the storage of records. 

3. Size: This factor depends upon 
the volume of records to be stored. 
Generally speaking, about half of all 
records should be in storage and half 
in operating offices. Two cubic feet 
of records can be stored on each square 
foot of area, which allows for ample 
aisle and working space. 

4. Physical Layout: A part of the 
area should be set aside for an office 
space to be used for records center 
personnel and for persons who wish 
to examine records at the center. This 
should be so placed in relation to the 
stack area that unauthorized entry 
into the stacks is impossible. In large 
organizations, the doorway should be 
wide enough to permit entry of lift 
trucks since this is a convenient way 
of handling large numbers of records 
containers. 

5. Stack Arrangement: It is usually 
more convenient to have the aisles in 
the stack area running lengthwise in 
the storage area, which gives better 
space utilization and makes it easier 
to service the records. Fifty feet is 
about the maximum length of un- 
broken stacks that is desirable. Aisles 
should be not less than 30 inches or 
more than 36 inches wide, with at 
least one main aisle of five feet in 
width. 

6. Fire Protection: The best fire 
protection is removal of all possible 
fire hazards. Tightly packed paper 1s 
extremely hard to burn. Nevertheless, 
“No Smoking” regulations should be 
established and rigidly enforced, 2 
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least in the stack area. The use of 
automatic water sprinklers is question- 
able since the accidental discharge of 
a sprinkler head can cause more dam- 
age than a small fire. 

There are literally dozens of kinds 
of equipment offered by a number of 
manufacturers for the storage of in- 
active records. However, only two 
kinds, in our opinion, merit really 
serious consideration: (1) Individual 
drawer-type steel storage containers 
which stack upon each other and 
operate very much like ordinary file 
cabinets and, (2) Open  rack-type 
steel shelving with corrugated card- 
board containers. Let us consider the 
merits of each. 

1. Cost: Steel containers, letter size, 
cost from $6.50 to $7.00 each plus 
erection. Each container holds about 
one and a half cubic feet of material. 
Corrugated cardboard containers, in- 
side dimensions of 10 x 12 x 15, with 
a separate hat box type lid and hold- 
ing one cubic foot of material, can 
be obtained at from 30 to 40 cents 
apiece. A unit of rack-type shelving 
holding 60 boxes will cost from $30.- 
00 to $45.00 plus erection. Simple 
arithmetic shows that equipment costs 
will run about $4.50 per cubic foot to 
store records in steel files versus about 
$1.00 per cubic foot using steel shelv- 
ing and corrugated containers. 

2. Protection of Records: Both types 
of records storage offer good protection 
from ordinary hazards. Tests have 
been run, however, which indicate that 
fire and water protection is somewhat 
better with corrugated containers than 
with steel. In a fire, paper in a steel 
container will bake to an ash, whereas 
that in corrugated containers will 
merely char about the edges. Further- 
more, the overhanging lid of the cor- 
rugated container will shed water 
much like the roof of a house. Swirl- 
ing flood waters, of course, will pretty 
well mess up anything that is not water 
tight, just as a major fire can destroy 
the entire center. 

3. Ease of Handling: Multiple han- 
dling of records is required with steel 
files. Records must be transported to 
the storage center and then transferred 
to the file drawers. With corrugated 
containers the same container may be 
used for both transportation and stor- 
age. 

4. Accessibility: Once shelved, re- 
cords are referred to a little more 
easily if they are stored in steel equip- 
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STORING ORGANIZATION 
DEPARTMENT 
SECTION 
SUB SECTION 
UNIT 
SUB UNIT 
DATE TRANSMITTED delsesi 


©} RECORDS CUSTODIAN, RECORDS STORAGE CENTER: 
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RECORDS STORAGE TRANSMITTAL 


DISPOSAL DATE 


STORAGE CENTER LOCATION 


i 


SP CURITY CLASSIFICATION aden 


ACCESS LIMITATIONS 2 ae el 


ewe one 


CONTRACT NO, ak 


RECORDS LISTED BELOS ARE HEREWITH TRANSFERRED TO YOUR CUSTODY 


FORM NO. 


— Se 


AUTHORIZED SIGNATURE, ORIGINATING OF FICE 


TITLE Purchasing Agent ._«- EXTENSION 123 DATE RECEIVED 


“Index of Stored Records” lists record location, filing sequence 


ment. It is not a real problem, how- 
ever, to get at records in corrugated 
containers. 

5. Adaptability: Any records center 
stores a few “odd ball” sized records 
which will not fit into a standard 
container. Steel drawers are most 
efficient only with the correct size 
material. The corrugated containers 
we are speaking of hold both letter 
and legal size material, and the rack- 
type shelving can be altered easily to 
hold various sizes. 

In addition to the usual equipment 
required in a small office, desk or table 
space should be provided for persons 
who wish to examine records right at 
the Center. A ladder on wheels and a 
small cart for handling containers are 
very useful. 


FILE TITLE AND DESCRIP TION 


‘ RECEIPT ACKNOWLEDGED 
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RECORDS CUSTODIAN __. rR 


There is only one reason for plac- 
ing inactive records in storage and that 
is the possibility that they may be 
needed in the future. Out of every 
thousand documents stored probably 
only one will ever be requested again. 
But when it is, it should be available 
with a minimum of effort. Therefore, 
a little care in setting up a procedure 
for access to, reference to and destruc- 
tion of records is worth while. 

The key to finding records easily 
in a storage center is accurate and 
complete listing of records when they 


are sent to storage. In General Elec- ry 
tric’s Production Engine Department ‘ 

¢ . . te 
a “Records Storage Transmittal” form * 


is used, which not only gives all in- 
formation necessary to identify the 


(To page 73) 
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about wage and hour regulations | 


What management needs to know 


Retention of complete records is a “‘must” to meet gov- 
ernment requirements. Here are the facts to be filed— 


by Robley D. Stevens 


Management Consultant, Washington, D. C. 


THERE ARE a number of sound 
reasons: why your office needs com- 
plete and accurate records. You are 
required to keep them for determining 
wages and hours of office employees 
The increase in the cost of office opera- 
tion that has taken place in recent 
years has made it essential for those 
administering an office to be able to 
provide immediately accurate and 
complete accounting information. 

Because the burden of proof lies 
with you in justifying employe ex- 
emption for overtime and computa- 
tion of wages, the importance of keep- 
ing substantiating records is obvious. 

Thus, wage and hour records are 
imperative to maintain. Careless an- 
swers and inaccurate or incomplet: 
records could result in additional over- 
time pay charges. 

You should be familiar with wag:- 
hour recordkeeping procedures. The 
regulations provide that the Adminis- 
trator or his duly appointed represent- 
ative may investigate and gather data 
regarding the wages, hours, and other 
conditions of employment of office 
workers, and may enter and inspect, 
or make transcriptions thereof, as well 
as question office employees. 


No particular form or order is re- 
quired. Office management can keep 
its wage-hour records in any form so 
long as they contain all the required 
information. In addition, however, if 
your records are maintained at a cen- 
tral recordkeeping office, other than 
the place of employment, it should be 
remembered such accounting records 
must be made available within 72 
hours upon official demand. 


The responsibility for making and 
keeping the required recordkeeping 
information rests with your office man- 
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agement. A company’s first contact 
with wage hour inspectors is through 
an examination of the records. 

Every office administrator should 
take advantage of all practical aids 
available to assist him in keeping his 
accounting records. The correctness 
of decisions made concerning employee 
exemption status and the computation 
of pay to which they are entitled de- 
pends, to a great extent, on what the 
records reveal. 

You should maintain accurate and 
adequate current wage-hour records 
at all times to meet an_inspector’s 
audit on shoit notice. You should also 
keep all such records for a period of 
three years from the last date of entry. 
Supplementary items like time cards, 
work-schedule, billing, order and ship- 
ping records should be kept for two 
years. Microfilm copies of your wage- 
hour records are generally acceptable. 

Are your office wage-hour records 
really complete? If not, upon written 
request, your management may be re- 
quired to make extensions, recompu- 
tations or transcriptions of the records 
and submit same to the Wage-Hour 
Office on persons employed and the 
wages, hours, and other conditions and 
practices of employment set forth in 
your records. 

A businesslike approach is necessary. 
When properly understood, a few 
wage hour records may contain sufh- 
cient information to prove your com- 
pliance. It will pay every office ad- 
ministrator in the long run to be 
generous with his time and effort in 
accomplishing this recordkeeping funz- 
tion, for the keeping of complete 
and accurate records will also provide 
valuable information for the com- 
pany’s own purposes. 

In other words, wage-hour records 


management is an objective, scientific | 
approach to the problem of reducing 

error and boosting efficiency in papez- | 
work. Office management must rec- 
ord, summarize, and preserve payroll 


direction of future activities, main- 


information for its own protection and | 


tenance of good relations with em- | 


ployees, as well as to meet the require- 
ments of regulations or directives es. 
tablished by governmental authorities. 
A simplified break-down of the infor- 
mation that should be in your office 
records follows. 


The following information 


should be recorded and preserved | 


on each office employee subject to 
the minimum-wage rate of $1 an 
hour and overtime pay after 40 
hours weekly. For instance, such 
employees would probably in- 
clude general office clerks, office 
boys, office machine operators, 
telephone operators, bookkeepers 


and cashicrs. stenographers and | 


typists. 


1. Full name of employee 

2. Home address 

3. Date of birth (if under 19) 

4. Occupation in which employed 

5. Time of day and day in week 
when workweek begins 

6. Regular hourly rate of pay and 
basis on which wages are paid, 
such as hourly, daily or weekly 

7.. Hours worked each day and to- 
tal hours worked weekly 

8. Total daily or weekly straight- 
time earnings 

9. Total weekly overtime excess 
compensation 

10. Legal deductions from wages 
each pay period 

11. Total wages paid each pay 
period 

12. Date of payment and pay peri- 
od covered by payment 


The following information 
should be recorded and preserved 
on each office employee exempt 
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Responsibility for complete data on every employee rests with office management 


from overtime pay as an executive, 
administrative or professional 
worker. For instance, such em- 
ployees would probably include 
Office Administrator, Accountant, 
Credit Manager, Personnel Man- 
ager, Purchasing Agent, etc. 


Name in full 

Home address 

Occupation in which employed 

Time of day and name of day 

employee's workweek begins 

5. Basis on which wages are paid 

6. Legal deductions 

7. Total wages paid each pay 
period 

8. Date of payment and pay peri- 

od covered by payment 


erro 


The following information 
should be recorded and preserved 
on each office employee under 
certain union agreements made as 
a result of collective-bargaining 
by representatives certified as 
bona fide by the National Labor 
Relations Board. 


1. Name in full 

2. Home address 

3. Date of birth if under 19 
4. Occupation 


DECEMBER 1957 


5. Time of day and name of day 
when employee's workweek be- 
gins 

6. Regular hourly rate of pay, and 
basis on which wages are paid 

7. Hours worked daily, and total 
hours worked weekly 

8. Total daily or weekly straight- 
time earnings 

9. Daily and weekly overtime ex- 
cess compensation 

10. Legal deductions 

11. Total wages paid each pay pe- 
riod . 

12. Date of payment and pay peri- 
od covered by payment 

13. Copy of collective-bargaining 
agreement, amendment or ad- 
dition thereto 

14. List of every office employee 
pursuant to union contract 


The following information 
should be recorded and preserved 
on each office homeworker where 
such employment is permitted. 


Name of employee in full 
Home address 

Date of birth (if under 19) 
Occupation 

Date on which office homework 
is given out and amount of 
work given out 
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6. Date on which office work is 
returned and amount of work 
returned 

7. Kind of work and operations 
performed 

8. Piece rates paid 

9. Hours worked on each lot of 
returned office work 

10. Wages paid for each lot of 
returned office work 

11. Date of payment and period 
covered by each payment 

12. Hours worked each week 

13. Wages earned each week at 
regular piece rates 

14. Extra pay due each week for 
overtime worked 

15. Total wages earned each week 

16. Social Security deductions for 
each job lot and each week 

17. Name and address of distribu- 
tor of office homework and 
name and address of each 
homeworker to whom office 
work is distributed. 


The following information 
should be recorded and preserved 
on each office learner, appren- 
tice, messenger, or handicapped 
worker. 


1. Same as foregoing information 
(To page 80) 
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Human relations, paperwork control 


stressed at AMA conference 


Methods to improve office communications, general 


efficiency discussed by management representatives— 


Highlights of the American Manage- 
ment Association’s Fall Personnel Con- 
ference and a tour of the Association’s 
new Academy of Advanced Manage- 
ment were featured in November's 
Office Management. This installment 
completes coverage of AMA’s Fall 
Office Management Conference, held 
on October 23-25 at New York’s Sher- 
aton-Astor Hotel. 

Although productivity in the office 
has been upgraded by introduction of 


office engineering techniques, automa- 
tion and better paperwork control sys- 
tems, there remains one great, untapped 
source of increased office efficiency— 
people. How to gauge whether offices 
are effectively utilizing their own per- 
sonnel was the subject of “Office Sys- 
tems—Not Enough,” delivered by H. 
W. Prentis, Jr., chairman of the board, 
Armstrong Cork Co., on opening day. 

“No machine and no system is any 
better than the people who operate it,” 


Armstrong Cork’s Henning W. Prentis, Jr. addresses the conference 
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Mr. Prentis warned, “and of the four 
elements composing any business— 
money, materials, machinery and men 
—none is so important as men. 

“A machine has a rated capacity 
beyond which it cannot possibly go, 
but a man—even one with only limited 
abilities—can far outstrip his rated 
capacity with the proper help, training 
and inspiration.” 

Office automation will never elimi- 
nate the need for men; it simply 
bridges the gap between the source of 
the data and the summaries and 
reports used by management. In 
between these two steps in office pro- 
ductivity, the importance of the human 
element cannot be  understimated. 
Thus, he continued, the need is for 
development of broad-gauge men in 
the office, and office managers must 
be managers in every sense of the 
word. If management involves two 
distinct phases — planning and con- 
trol—the alert office manager must 
determine objectives in facing any 
office management problem. 

“Whether it be the change of a 
procedure, installation of an electronic 
computer, or whatever the project, the 
office manager should ask himself, 
What are we really after here? Is it 
something temporary? Will it have a 
permanent advantage for the business? 
Is the probable result worth the time 
required for the study of existing 
methods and development of new 
methods? 

“Only when the objective can be 
seen clearly, and only when it is con- 
vincingly established that the attain- 
ment is worth the effort involved, 
should the decision be made to go 
ahead.” 

To achieve objectives, the speaker 
continued, each step should be laid 
out carefully and in succession, with 
a definite date set for completion of 
each of the various stages. Likewise, 
assignment of the responsibility and 
commensurate authority for carrying 
out the various steps must be 
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The importance of the hu- 
man element in business. 
whether or not automation is 
anticipated for a particular 
office, cannot be discounted, 
AMA conference registrants 
were warned by _ speaker 
H. W. Prentis, Jr. Thus, a 
need for development of 
“broad-gauge” men who can 
determine company objectives 
and work with, and through 
people to obtain these goals 
is imperative. Indeed, such 
men must become “managers 
in every sense of the word.” 


determined early. Companies must 
strengthen their organizational struc- 
tures, since, in effective group action, 
each member has his particular task 
assigned to him, and the combined 
performance of all members produces 
the overall accomplishment. Seven 
principles to develop a clear-cut, effec- 
tive organization were listed: 
“Delegate responsibility as widely 
as possible; confer appropriate author- 
ity on those to whom the responsibility 
is delegated; define responsibility and 
authority for each of the positions 
involved; group the activities, which 
one individual is to supervise, in a 
way that is most natural and logical; 
make certain that adequate supervision 
is arranged for all essential activities; 
limit the number of persons reporting 
directly to one manager—the ideal is 
about seven; and, lastly, coordinate 
all related activities.” (To page 76) 


Conference speakers and 
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New cost accounting system 
fm storeskeeping efficiency 
West Coast manufacturing firm reorganizes its entire 


; wy ‘ 
accounting procedure to effect inventory management in 
order processing — 


is by Wayne Arthur 
f A : Office Manager-Controller, Blackwelder Mfg. Co. 


BLACKWELDER Manufacturing — duction facilities and record keeping 


Company, located in Rio Vista, Cali- soon felt the pressure of this growing 

fornia, is a manufacturer of top demand. Production made its ad- 

quality farm machinery and equip- justment without too great difficulty; 

ment. Its main lines are the Mara- however, the accounting system soon 

s beet Harvester, the Orchard Squirrel — was found inadequate to mect the add- 

a and the Fork Lift. ed and more exacting requirements 

a Approximately five years ago, this placed upon it by an expanding busi- 
ant company began to experience an in- ness. 

ene creased demand for its products, Pro- At this time, there was no requisi- 
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(Fig. 1) Work-in-process control cards serve to 
identify work orders in production stages 


increases 


tioning system. Work orders were 
written for each part or assembly in 
a given production run, and as these 
work orders were completed the in- 
ventories of raw stock and purchased 
parts were relieved and the manufac- 
tured parts inventory charged. Many 
work orders remained opened for 
months or even a year, and there 
was no assurance that some were ever 
accounted for. It was this situation 
that caused serious inventory losses 
and required heavy adjustments at the 
end of each fiscal year. Costs were 
not reported on a current basis. There 
was cost reporting but not cost ac- 
counting. There was no_ reconcilia- 
tion of the labor reported for the 
work orders with the labor reported 
on the payroll. This was the situa- 
tion up to December 1, 1955. On that 
date, there was a complete reorganiz- 
ation of the accounting system. A 
new general ledger control was set 
up, and a cost accounting system was 
installed. 

The installation of a cost accounting 
system was intended to fulfill two 
equally important needs. The first was 
to currently record material withdrawn 
from stores and put into production. 
The second was to provide an ac- 
counting system by which cost data 


‘ would be recorded so that a program of 


cost control and cost reduction could 
be instituted. 

In order to report material move- 
ments currently, it was necessary to 
install a requisitioning system. Forms 
were specially designed. The Stores 
Requisition, the Material Transfer, and 
the Scrap Report were adapted to 
report these material transactions. 
However, since a prerequisite to the 
setting up of a requisitioning system 
is the placing of inventories under the 
control of a storeskeeper, there was a 
need to develop a procedure of stores- 
keeping control. 

Prior to this time, there had been 
no plan for inventory control. No 
one performed the function of stores- 
keeper, for there was no storeskeeping 
system. There was indiscriminate re- 
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moval of material and parts from in- 
yentory, with no record being made at 
the time any material was put into 
production or otherwise used for 
maintenance or parts repairs. Material 
and parts were not identified. There 
was no system of stock identification. 
Since identification of inventory is 
basic to setting up any system of con- 
trol, first consideration was given to 
the problem of inventory management. 


Parts numbering system initiated 


The first problem that required so- 
lution in this area was that of provid- 
ing a common system for numbering 
stock. The parts numbers of vendors 
had been used for thousands of parts, 
so that one part could have more than 
one part number and there was wide 
variation in part numbers which pre- 
cluded the use of punch cards that 
were to be used later. This problem 
was solved by setting up a code or 
numbering system that greatly sim- 
plified the problem of stock identifi- 
cation and made possible the subse- 
quent use of punch cards in reporting 
material transactions for all material 
and parts. Purchase orders now state 
the code number of a part, and ven- 
dors’ invoices include the code num- 
ber together with their own part 
numbers. In addition to the number- 
ing system, a color scheme was also 
provided to identify the different 
types of inventory; stock identification 
tags and punch cards for one type of 
inventory were of one color, those for 
another type of inventory were of a 
different color. 

After the problem of stock identi- 
fication had been solved, it was a sim- 
ple matter to assign storeskeeping 
functions to certain personnel. How- 
ever, limitations of storage facilities 
prevented the placing of completed 
work-in-process inventories under the 
control of a storeskeeper. The control 
of these production inventories was 
accomplished by the use of a work-in- 
process control card which served the 
purpose of an identification tag that 
was attached to the production in the 
plant. Since the production of a work 
order went to another work order or 
was transferred to manufactured parts 
inventory, these work-in-process con- 
trol cards provided the media for re- 
cording the movement of these pro- 
duction inventories. This card is 
shown in Figure tr. 

The Hadley Unisort Punchcard was 
adapted to record the data necessary 


DECEMBER 1957 


. 


4 


i SUS, Suess = 9 Sue cae 2 
nae sToce : 


B in: 


je@eoeoeoese 
: = 


xuoe 


79. 092 Jb. 


ACKWELDERS RAW MATERIALS Unt 


2/1/57 
3/15/57 


(Fig. 3) Material work order form lists debits, dates of orders 


to control inventories and record 
costs. The requirements for the 
punchcard design were three in num- 
ber: it must provide for the code num- 
ber, the work order number and the 
account classification. (A requisition 
for raw stock is shown in Figure 2.) 
The procedure for requisitioning ma- 
terial requires that a worker present 
his work order card to the stores- 
keeper and state the quantity and kind 
of material he needs. The storeskeep- 
er copies the work order number, the 
account classification and the code 


number of the material requisitioned 
on the punchcard and at the end of 
each day sends the requisitions to the 
cost accounting office. 

The cost accounting office pre-notch- 
es all cards for account classification, 
and the storesroom maintains a sup- 
ply of these cards for each account 
classification. When these requisitions 
are returned to this office, they are 
notched for code number and work 
order number. The date on which 
they are received is also notched; this 

(To page 39) 
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How automation simplified paperwork 


control at 


Automated data processing system produces informa- 


tion for invoicing, inventory, cost. and statistical reports 


from one manual entry— 


WRITING ORDERS and preparing 
invoices for long years were manual 
operations which, as business grew, re- 
quired more time, more people and 
more money to handle. 

With the establishment of automa- 
tion in manufacturing processes, many 
forward companies began to project 
the new techniques of automation into 
the handling of their paper work op- 
eration. 

One such company was Minneapo- 
lis-Honeywell Regulator Company, 
Brown Instruments Division, of Phila- 
delphia, Pa., which was quick to recog- 
nize the need and advantages of auto- 
mation for the mass of clerical and 
paper work required to keep pace with 
their manufacturing operations. 

An automated data processing sys- 
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tem for order entry, order filing and 
invoicing has been developed which 
has been expanded to include inven- 
tory control, cost of sales and statistical 
reports — mechanically and electron- 
ically — through the use of five-chan- 
nel punched tape and punched cards 
originating with the customer’s order 
as the source document. 

The Brown Instrument Division of 
Minneapolis-Honeywell designs, engi- 
neers and manufactures a comprehen- 
sive and versatile line of industrial 
instruments. Founded in Philadelphia 
in 1860 by Edward Brown, a pioneer 
in his field, the Brown Instruments 
Company grew steadily. In 1934, the 
company consolidated with the Min- 
neapolis-Honeywell Regulator Com- 
pany. 


Minnea pe ylis-H. mevwell 


Up until the present, the Brown 
Instrument Division’s methods of or- 
der entry and invoicing have under- 
gone a number of improvements that 
have finally led to the automated pro- 
cedure. 

Originally, orders were written by 
hand, then typed on a_hectograph 
master; copies for the required de- 
partments were produced using a spirit 
process. When notice of shipment was 
received, the hectograph master was 
updated and the required invoice 
copies prepared. 

The method was then changed by 
preparing the order on a_ four-part 
Speediset with the invoicing remain- 
ing on hectograph. As the need for 
faster processing orders arose, Tele- 
type was installed to prepare and 
transmit the orders from the order 
department to the parts shipping de- 
partment. Invoicing remained on the 
hectograph master. When machine 
“common language” came into prom- 
inence, a study was made of the possi- 
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bilities of automating the entire order 
entry, invoicing, and statistical report- 
ing procedure. 

As a result of this study, the new 
automated data processing system was 
developed. The three men who 
worked out the new system are Bruce 
H. Green, manager of the order and 
billing division; Charles E. Veach, 
assistant manager of the order and 
billing division; and Raymond P. 
Clark, supervisor of the order depart- 
ment. The special marginal punched 
continuous forms were designed and 
manufactured especially for the sys- 
tem by Moore Business Forms, Inc. 

When an order is received, it is 
processed against a pre-entry date file 
(IBM punched cards) and constant 
information is recorded on the order. 


Order writing creates tape 


The order is written on a one-part 
Moore Marginal Punched Continuous 
form for the order department’s copy, 
simultaneously preparing a 5-channel 
tape to be used for automatic trans- 
mission of the order over the Teletype 
to the parts shipping department. 

During transmission of the order 
to the parts department, the sending 
machine is automatically preparing a 
one-part Moore Marginal Punched al- 
phabetical file copy; the receiving ma- 
chine is preparing a six-part Moore 
Marginal Punched Continuous Inter- 
leaved shipping order form and simul- 
taneously punching a selective by- 
product tape. This tape is later proc- 
essed through an IBM 046 Tape-to- 
Card Punch to produce cards for item 
identification during shipment and for 
inventory contiol purposes. 

After the order has been transmit- 
ted, the original (comprehensive) tape 
is forwarded with the customer order 
and order copy to the billing depart- 
ment and held until a copy of the 
shipping order is received. The tape 
is then used to prepare a nine-part 
Moore Marginal Punched Continuous 
Interleaved invoice form on a Flexo- 
writer. At the same time that this 
invoice is being prepared, a selective 
by-product tape is also being punched. 
The tape is forwarded to the tabulat- 
ing department where punched cards 
are prepared on the IBM 046, edited, 
and balanced. 

These statistical cards are accumu- 
lated until the end of the month, at 
which time they are run across a file 
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The “how to” in planning, preparing 


and writing effective reports 


Facts are important, granted. But equally important is 
the accuracy and clarity with which they're presented— 
by John R. Mayer 


Reports Editor, Ebasco Services, New York 


NEARLY EVERY young executive 
on his way up becomes aware rather 
suddenly that the writing of reports 
for his superiors and associates is going 
to be an inescapable and important 
part of his job. He may not, however, 
become aware as quickly that how 
those reports are written is also going 
to be imporiant. He may feel, as 
some men seem to, that as long as 
the facts are given, there is no need 
to be fussy about the way they are 
presented or expressed. 

In practice, however, the facts in a 
report are often much clearer to the 
author who had them in his head or 
his working papers before the report 
was written than they are to the reader 
coming into contact with them for the 
first time. Hence a fact, an idea, a 
suggestion which is potentially of 
great significance is of no practical 
value whatever if its originator connot 
get it across to others clearly and per. 
suasively. 


Even a simple memorandum can 
be misunderstood if it is not planned 
and expressed with care, but the need 
for logical organization and lucid ex- 
pression is far greater in a report on 
a study involving a complex structure 
of facts leading to certain conclusions. 

If a report writer has not given 
reasonable time and thought to the 
preparation of his work, the report 
itself will betray him through the 
faults it exhibits. It may, for example, 
neglect to set forth conclusions at those 
points where they are expected or 
needed; it may omit the data on which 
those conclusions which are given 
have been based; it may be loaded 
with detail which does not truly re- 
late to the given scope of the job; 
or its entire organization may be loose- 
knit and haphazard. 

These faults may originate in sev- 
eral ways. Perhaps the author began 
writing sections of his report before 
he had a clear picture of his true ob- 
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Primary function of a report is to inform: this is achieved by including 


all pertinent data, rigidly excluding all non-relevant details 


34 


jectives. He may have neglected to 
plan his approach to the subject, or 
planned it poorly, or even planned it 
well and then, through carelessness, 
deviated from the plan during the 
course of the work. 

In any event, the author of the re- 
port must bear in mind that his 
readers are going to evaluate his work 
on the basis of whether it does the 
job they expect it to do. Hence the 
organization of the report should be 
directly related to the purpose it is 
intended to serve. In order to plan 
the report so that it will serve that 
purpose the author must adopt the 
reader's point of view. 

For any report the primary function 
is to inform the reader clearly, con- 
cisely and accurately as to the results 
of the research or analysis on which it 
is based. To do this properly the re- 
port should set forth all information 
relative to the purpose and scope of 
the job — and omit all information 
that is not relative. Merely to fill the 
report with great detail will rarely be 
effective, for while an occasional 
reader may be’ favorably impressed by 
quantity, most will have just the op- 
posite reaction. 

Next, the report should be so con- 
structed as to make sure the reader 
understands the results of the work 
which preceded it. This means the 
facts must be presented in proper se- 
quence and detailed to whatever extent 
may be called for by the character of 
the subject and the requirements of 
the reader. To do this properly and 
to provide the desired emphasis where 
needed requires close attention to plan- 
ning the organization of the report. 
The lack of a detailed and well- 
thought-out plan is sure to produce 
a report that is neither clear nor con- 
vincing. 

Of course some men have an in- 
born talent or enough previous experi- 
ence to draw up a good plan of or 
ganization quickly and with little dif- 
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Miss Marian Columbe of General Petroleum Corp. was matched against 


More than 1,000 regis- 
trants from the United 
States and foreign coun- 
tries attended the three- 


day session 


of forms control 


SPA meeting 


er own company’s computing machine in problem-solving exercises 
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Creative imagination, punched 
card accounting among topics 
discussed at conference 


The November issue of Office Man- 
agement reviewed the comments of a 
number of speakers at the 1957 Inter- 
national Systems Meeting, conducted 
on October 7-9 by the Systems and 
Procedures Association of America at 
the Hotel Statler in Los Angeles. In 
that issue, problems in communica- 
tions, work measurement techniques 
and operations research were covered 
in detail. This second installment con- 
cludes the two-issue series. 


The “General Sessions” portion of 
the ISM program, scheduled through- 
out the entire meeting, presented the 
views of executives and management 
staff members on a variety of subjects 
designed to broaden the scope of sys- 
tems people operating in confined 
areas and up-date their professional 
knowledge. 

In “Forms — Design and Control,” 
C. L. Bateman, vice president in charge 
of operations, Ross-Martin Co., Tulsa, 
Okla., described techniques of a Forms 
Control Program which, he said, has 
proved successful in his company. He 
prefaced his description by stating that 
“all of us are interested in reducing 
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Major steps in the design and 

control of forms: 

@ Request at least three sam- 
ples of eaeh form initiated 
in each unit of the com- 

pany; 

© Construet a ‘numerical’ and 
‘functional’ file; 

@ Urge heads of each fune- 
tional unit within all de- 
partments to appoint a 
‘contact’ representative’ to 
work with the Forms Con- 
tro! Unit; 


® Develop a forms numbering 
system. 


and controlling clerical costs. The rea- 
son ‘Forms’ enter into the picture is 
that they are your clerical expense.” 

“One misconception that is held by 
many people is that the one objective 
of a ‘Forms Control’ is to 
said. | 
would like to correct that by saying 


program 
eliminate paperwork,” he 
a ‘good’ program has as one if its 
objectives the elimination of unneces 
Actually, it is 
as important to create needed items 


sary paperwork. just 
as it is to eliminate unnecessary forms. 
Good forms will make a company 
money.” 

te listed, as results a firm may ex- 
pect from a well-integrated Forms Con- 
trol Program, (1) the elimination ot 
duplication of clerical effort; (2) elim- 
ination of unnecessary clerical effort; 
(3) standardization of clerical activi- 
ties; (4) control of clerical activities; 
(5) improvement in the efficiency ot 
necessary forms, and (6) reduction in 
the cost of printing and distribution. 

Steps necessary in originating a 
Forms Control Program, Mr. Bateman 
continued, include analysis of the sit- 
uation to obtain management support 
for an overall company program and 
analysis of the problem. 

“The only method that we have 
found to be workable is to send a 
forms collection letter to each ‘unit’ 
within the company. . . . It should 
stipulate what we want, namely, three 
samples of each form that is initiated 
within each specific unit. On one of 
the samples, we want them to estimate 
their annual usage. Specify in the 
letter that you want all forms, whether 
they are temporary or permanent, let- 
terpress printed, lithographed, dittoed, 
mimeographed, typewritten, or what 
have you. Specify also that you want 
samples of all envelopes, columnar 
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sheets, letterheads, note pads or sheets, 
etc. Tf in doubt, send it in.” 

Next, the 
“numerical 


continued, a 
legal 
file folders in which the forms ar 
filed in 


ey 


functional 


speaker 
ey 


ie, 


consisting of 


numerical sequence, and a 


file,” to combine in one 
folder every form that accomplishes a 
similar purpose, are constructed. Even 
ina large company, the collection let 
ier and construction of the two control 
files will consume no more than two 
or three months. 
most 


And, he continued, 
Forms Pro- 
grams should be set up as part of the 


systems unit, if one exists. 


successful Control 


“Department heads should be re 
quested to appoint for each functional 
unit within their department a ‘con 
tact. representative.” This person’s re 
sponsibility will be to work with the 
‘Forms Control Unit’ in the area of 
forms engineering... . We have found 
that when making suggested changes 
a complete discussion, first of all, 
should be held with these representa 
tives within the using departments, 
and then the proposal should be made 
in writing on a routine report bas: 
which describes the conditions subject 


sO improvement, improvements Sty 


gested and savings value.” 
Values of numbering systems listed 


Provisions should be made, he added, 
so that requests for new or revised 
forms from the using department will 
be made in a routine, yet thorough 
manner. Such firm control over the 
supplying of forms also will bring to 
light any forms no longer in use. 

Forms numbering systems, accord- 
ing to Mr. Bateman, represent a very 
important control area, since a form 
number can (1) serve as a short title; 
(2) allow specific procedural instruc 
tions; (3) enhance efficient distribu 
tion operations; (4) eliminate errors in 
supplying forms, and (5) tie down 
control. 

“The best forms numbering system 
that we have worked out is as follows: 
DX-314-A-2. 

“The prefix (DX) is a two-letter 
symbol that identified the company. 
This is important to the printer in 
identifying plates. 

“The base number is 314. Never 
assign the same number to more than 
one form. 

“The letter suffix (-A) is a revision 
indicator. In other words, DX-314 
will be revised’ to DX-314-A, which 


revised to DX-314-B. This 


allows specie procedural instructions 


may be 


to be given. 

“The sufix number (-2) is an indj 
cator that works on a variety of the 
same form. For example, an invoice 
that is identical except that you maj 
have a 2-part, 3-part and 4-part variety. 
They would be differentiated by call 
ing them DX-314-1, DX-314-2, DX. 


314-3." 


In covering the principles involved, 
in designing forms, Mr. Bateman said! 
there are two kinds of information on| 


a form — the static information that 
is printed and is the same on every 
torm, and the variable information, or 
that which is entered clerically. One of 
the objectives of good forms design, 


he added, is to allow the variable in} 


formation to stand out in comparison 
with the static information. 
“Frequently, on a high-usage form, 
the clerk does not want to read the 
static information, but merely wants 
to check the variable information. Thi 


| 


inay be accomplished most easily by 


printing the torm in a recessive color 
such as browa, green or blue — then 
if the variable data are entered in black 
typewriter ribbon or black ink, the 
variable data will stand out.” 

Actually, he continued, a combina 
tion of type size and colored ink aids 
immeasurably in allowing clerks t 
pick out variable information rapidly 
and accurately. 

For organizations which do not. 
yet wish to maintain a centralized sys 
tems and procedures unit, Mr. Bate 
man urged establishment of a “Central 
Forms Control Unit,” as a beginning. 
since such a unit is comparatively easy 
and inexpensive to set up, results are 
quickly forthcoming and are of a posi 
tive and tangible nature, and it is rela 
tively easy to impose on operating de 
partments, 

“Above all,” he concluded, “approach 
the problem with the attitude of serv 
ice and humility. Sincerely aid the 
operating departments and_ visualize 
their problems from their viewpoints. 
Only by aiding the operating depart 
ments in efficient operations within 


calc 
mor 


AH 
and 

thing 
Edis 
“hur 
deco 
tron: 
num 


scier 
tang 
prof 


their areas will your interests be served: 
Let improvements be credited to the 
using departments; let the program be 


niqu 
K 


Con 


theirs, and you. will then have estab utili 


lished a means of benefiting your ~_ Toor 


pany over an extended period of time. 
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biol A man approach” 


to lighting, color 


““legordination benefits Con Edison 


lO not. 
ed sys 
. Bate 


Company’ s recent remodeling—to install new electronic 


Central, calculating rooms—was achieved with eye on employee 


inning. 
ly easy 
ilts are, 
a posi! A HIGH LEVEL of employee morale 
is rela-| and increased efficiency can be a visual 
ing de- thing, according to the Consolidated- 
Edison Company of New York. This 
proach) “human approach” to lighting and 
»f serv‘ decoration for the company’s new elec- 
id the|tronic calculating rooms stems from 
isualize| Numerous recent developments in the 
‘points. science of lighting, and indicates what 
depart|tangible results can be achieved by 
within} Proper application of engineering tech- 
served! niques, 

to the 
ram be}Con Edison, the electric and steam 
estab utility has recently completed the 
ir com '0oms, after a year’s planning and 
| time} 


Known to most New Yorkers as 


remodeling, to accommodate Consoli- 
dated Edison’s new electronic data 


ME DECEMBER 1957 


morale and, more specifically. “visual comfort” — 


processing machines. Approximately 
20,000 square feet, each room was de- 
signed specifically for the IBM 705 
Electronic Computer for payroll and 
other general accounting, and the 
Sperry-Rand Univac which is being 
tested to produce 66,000 customer bills 
daily. Although on different floors, 
the rooms are similar in color and 
lighting treatment. 

A unique feature of the installa- 
tion was “planning from the begin- 
ning.” Not only did Con Edison en 
gineers and the equipment suppliers 
consult closely on the physical lighting 
layout, but they also shared in the 
choice of color scheme as it affects and 
augments the lighting. G. J. Gillen. 


Supervisor of Con Edison's Lighting 
Division Sales Department, and H. J. 
Peters, Sales Technical Representative, 
developed ideas of their own, and then 
consulted the New York representative 
of Day-Brite Lighting, Inc. 

There were three prime considera- 
tions in the design of the lighting 
system. “First and foremost,” accord- 
ing to Peters, “the rooms were 
planned to provide visual comfort for 
the personnel who would be control- 
ling the machines. A pleasant visual 
environment reduces eye fatigue and 
actually perks up the person’s mood,” 
he comments, “automatically leading 
to the second consideration, efficiency.” 

“These in turn add a_ safeguard 
against costly human error,” Peters 
observes, “particularly important in the 
billing operation that is an essential 
part of reliable customer service.” 

Gillen believes the actuality has ex 
ceeded the expectations. “The com 
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Cheerful, well-lighted work surroundings, Con Edison finds, contribute greatly to mental well-being 


bination of lighting and decoration,” 
he says, “has produced a quality of 
warmth and ‘sunniness’ that has elic- 
ited many favorable comments. Inside 
the room you move through an area 
of controlled illumination with a mini- 
mum of glare and shadow.” 

These results were achieved liter- 
ally from scratch when the decision 
was made to install the two electronic 
computers. To make room for them, 
personnel from two whole floors were 
relocated so that the freed areas could 
be adapted to this new use. 

First remodeling problem to be 
faced by the Con Edison engineers was 
to provide for the precise and rigid 
air-conditioning requirements of the 
machines. Then came plans for a 
hung ceiling to conceal the ducts and 
electrical lines. At this point lighting 
became the major consideration. 

The comfort of seeing and quality 
of illumination factors were of partic- 
ular interest to George J. Taylor, Vice- 
President of Day-Brite in charge of 
Eastern operations, for the St. Louis 
company. One of the first firms to 
emphasize a scientific approach to il- 
lumination, the company has followed 
the recommendations of the Illuminat- 
ing Engineering Society and applied 
the reports of the Society to aid in 
developing its illuminating equip- 
ment. 

Studies have turned up some re- 
markable facts on the relation of light- 
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ing to the quality and efficiency of 
jobs requiring the use of eyesight. In 
work where reading, handling of 
papers, and similar operations do not 
emphasize strenuous use of the muscu- 
lar system, the eyes use approximately 
one-third of the energy expended by 
a person in his working day. Eyestrain 
alone can sap a large percentage of a 
worker's vitality and gradually leave 
him more open to error and less cap- 
able of maintaining a normal pace of 
activity as the day wears on. 

Another factor in setting up the 
illumination is partially psychological. 
Morale, of course, is reduced with fa- 
tigue. But cheerful, well-lighted work 
surroundings have been found to con- 
tribute heavily to mental well-being. 
And color plays a significant part as 
demonstrated by the recent strong 
trend of hospitals, offices, schools, fac- 
tories, etc. to attractive, restful pastel 
colors that tend to induce a contented, 
pleasant mood. 

These were the factors in Con Edi- 
son’s design considerations for the 
electronic computing rooms . . .physi- 
cal eye-comfort and pleasant, morale- 
building surroundings that would 
support employee efficiency and _ vital- 
ity. Peters and Gillen then went to 
work on the design of a lighting sys- 
tem to fit the room, which also pre- 
sented problems. With the hung ceil- 
ing only 8 feet g inches from the 
floor, suspended fixtures were immedi- 


ately ruled out. 
light fixtures would have proved im- 
practical as they would cause severe, 
uncomfortable down-drafts from the 
flow of the air conditioning system. It 
was agreed that the fluorescent light- 
ing should be recessed. 


Thorough investigation was made 


Surface-mounted 


of many types of fixtures to find the 
one that would meet the rigid re- 
quirements set up by the two Con 
Edison engineers. Weighing factor by 
factor, they found the ideal solution 
in Day-Brite’s aluminum “Paralouver” 
troffer which combines a_ parabola- 
shape with extruded aluminum 
louvers to provide unusually low 
brightness. The “Paralouver” troffer 
also proved to be in design harmony 
with the clean, functional lines of the 
whole electronic installation. 


Unusual exclusive feature of the 
fixture was its capability of producing 
efficiently a high footcandle level on 
working surfaces, while controlling it 
to prevent glaring brightness to the 
eye of the viewer. The parabolic re- 
flector increases control of light use 
by directing light rays from the fluo- 
rescent lamp downward, rather than 
into the eye of the viewer. 

Then came the step which contrib- 
uted greatly to both the efficiency and 
attractiveness of the Con Ed installa- 
tion. 
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Top: (Fig. 4) material ledger card records credit amounts, while 
stock ledger card (Fig. 5) summarizes account classifications 


Storeskeeping— 


(From page 31) 

is done on the mass notcher at the 
time they arrive in the office. The re- 
Quisitioning of work-in-progress inven- 
tories from one work order to another 
is done by the operator who tears a 
strip from the work-in-process control 
card, copies the necessary data from 
the card to the strip and turns the 
strip in to the storeskeeper who in 
turn makes out a_ work-in-process 
requisition. 

A shipping order with an attached 
shipping list is the original document 
from which customers’ invoices are 
made. When the billing section re- 
ceives these shipping orders, prices are 
posted to the items listed and a punch 
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card is made out for these items or 
for the items on any attached shipping 
list. These cards are pre-punched for 
account classification, and the clerk 
writes the code number and quantity 
on each card. 

A clerk takes the cost from stock 
ledger cards and posts to the punch- 
card. After this is done these cards 
are extended to get the amount. Then 
the next step is the processing of the 
data for posting for inventory and for 
posting for costing. Since the cards 
are still in code number sequence 
after the extending operation, they go 
next to the Burroughs Sensimatic op- 
erator who posts the quantities to the 
stock ledger cards, obtaining a new 
inventory balance for each card. 

Then the punchcards are sorted 


twice. The first sort is by account 
classification and the second by work 
order number. After the last sort, the 
cards are now ready for machine pro- 
cessing. The amounts are posted to 
each work order. After all work 
orders within each amount classifica- 
tion are posted, a total is obtained au- 
tomatically for each classification. All 
the account classifications together com- 
prise the material ledger for the work- 
in-process inventory. The grand total 
of the account classifications which al- 
so is obtained automatically on the 
Sensimatic gives the credit amount 
which is posted to the respective in- 
ventory in the material ledger. A 
ledger control card summarizes the 
several account classifications for the 
work-in-process inventory. The ma- 
terial work order, the material ledger 
card, and the stock ledger card are 
shown in Figures 3, 4 and 5. 


Three sources for credit posting 


Credit postings to a work order aft- 
er it has been closed originate from 
one of three sources. First, it may be 
requisitioned into another work order. 
Secondly, it may be transferred to man- 
ufactured parts inventory. Thirdly, if 
there has been serious scrap or spoil- 
age, the scrap report will relieve the 
work order of the amount to be scrap- 
ed. In the instance when a work 
order is requisitioned into another one 
it should be noted that there are 
credits to three work-in-process ac- 
counts on the old work order, namely, 
material - in - process, labor - in - process, 
and overhead-in-process; the offsetting 
debit is to material-in-process on the 
new work order. All credit postings 
are processed in the same manner as 
debit postings with the resulting au- 
tomatic balances and reconciliations. 


The processing of data for posting 
to expense or overhead accounts is 
handled the same way as that for 
direct production. This is true for 
both material and labor. The one dif- 
ference here is that a work order may 
be set ug for an expense account, in 
which case it is called direct expense, 
or there may be no work order, in 
which case it is known as indirect 
expense. 


The greatest advantage of the Sen- 
simatic for our purposes is to be found 
in its summarization operation for cost 
control and in the new balances auto- 
matically obtained on the stock ledger 
cards for quantitative inventory con- 
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A Desk-top microphone 

The “Satellite VP” desk-type micro- 
phone includes a single-unit foot con- 
trol which eliminates the need for 
hand and eye reference during dicta- 
tion and review. Peirce Dictation 
Systems, 5900 Northwest Highway, 
Chicago 31. (A-1) 


V In and out tray 

Made of solid walnut, this in and out 
tray is designed to complement the 
contemporary stylings of many of to- 


day’s offices. Retail price of this unit 
is $22. The Carving Studio, Div. of 
Custom Trophy Co., 5017 W. Expos:- 
tion Blvd., Los Angeles 46. (A-2) 


V Forms carrier 

This forms carrier for the IBM 884 
typewriter is designed to give easy 
access to the back of the machine, 


thereby aiding the feeding and writing 
of continuous interleaved forms by re- 
moving the strain caused by carriage 
return and forms weight. Another 
special carrier is available for the 
Friden Flexowriter. UARCO, Inc., 
141 W. Jackson Blvd., Chicago 4. 
(A-3) 


New 
for the office 


Vv Time recorder 

The Model 8000 job and payroll re- 
corder automatically selects the correct 
position for registration in the single 


column, with full two-color segrega- 
tion of registrations for each 24-hour 
period, tardy mark, and program or 
signal actuating features included. 
Approximate dimensions: 10 in. wide 
x 8 in. deep x 13 in. high. Simplex 
Time Recorder Co., Gardner, Mass. 


(A-4) 


V Perforated copy paper 

A new gummed and perforated Ther- 
mo-Fax copy paper has been devel- 
oped on which master address lists 


can be copied automatically to make 
as many as 150 mailing labels each 
minute. Available in two standard 
sizes—8', x 11 and 8% x 14—the 
buff-colored paper can be preprinted 
with a firm’s name or return address, 
Minnesota Mining & Mfg. Co., goo 
Bush St., St. Paul 6, Minn. 


V Insulated credit system 

The “Ever-Safe Systematic Credit 
System” is a new addition to the 
firm’s line oi insulated office equip- 


a 


ment. Sales and charge account re- 
cords are visible for quick, ready 
reference and are protected by an 
insulated case. Midwestern Mfg. Corp., 
Indianapolis, Ind. (A-6) 


V Composing machine 

This Model 160 office composing ma- 
chine features a “leading” device 
which automatically inserts spaces be 


lines in professional printers 
measures—from o to 18 points. A 
reverse action mechanism permits the 


tween 


feed-back of paper to desired positions. 
Vari-Typer Corp., Subsidiary of Ad- 
dressograph-Multigraph Corp., 720 
Frelinghuysen Ave., Newark 12, N. ]. 

| (A-7) 
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A Personalized telephone index 
Telephone list finder can be personal- 
ized with “dropin” initials, and is 
available in 6 colors matched with 
telephone colors currently in vogue 
Special release lever opens cover flap 
for easy insertion of additional names 
and numbers. It $3.95. 
Zephyr American Corp., 95 Morton 


St., New York. (B-1) 


retails at 


V Name plate 


Engraved %-in. white letters on 


background of laminated plastic dis 
fa} t 


tinguish this name plate, available in 


mahogany, walnut, grey or black. 
Plates are either 7 or 8 in. in length, 
will accommodate 16 characters. Pryor 
Marking Products, 434 S. Wabash 


Ave., Chicago 5. (B-2) 


V Addressograph machine 

The Addressograph “Class 200” is de 
signed to permit small businesses to 
mechanize the writing of all types of 
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repetitive data and for large business- 
es to expand their Addressograph 
systems. Among departmental record 
writing operations it is designed to 
serve are payroll, billing, mailing, and 
accounts receivable and payable. Ad 
dressograph-Multigraph Corp., Cleve 
land 17. (B-3) 


V Paper cutter 

A new color and new styling are fea- 
tures of the 1958 models of Michael 
manual _ office Now 


paper cutters. 


available in “othce green,” the cutters 
have been engineered along the lines 
of larger precision cutting machines 
and can cut approximately 5,000 sheets 
in 10 to 15 minutes. Michael Lith, 
Inc., 145 W. 45th St., New York 36. 

(B-4) 


V Time stamp 
Instantaneous operation with sensitive 
electric trigger is a feature of the new 
Ajax time Minutes, 


stamp. hours, 


days and AM and PM advance autwo- 
matically, and engraved wheels are 
actuated by a separate solenoid for 


positive registration. .ljax Busines: 
Machines, Inc., 112 Magnolia St., Neu 


Cassel, L. 1, N.Y. B-5) 


V Accounting machine 

The “Audit 302,” an automatic high 
speed accounting machine, includes 2 
registers, a typewriter keyboard and 


a 12-column entry, 13-column_ totai. 
Operating speeds can reach 200 cal 
culating strokes and 550 typing strokes 
a minute. It is priced at $2,580, plus 
Federal excise tax. Olivetti Corp. 0} 
Imerica, 380 Fifth l!ve., New York 


£6. (B-5) 


V 8-station collator 

This Model 85A 8 station collator can 
handle sheets from 5 x 7 in. to 11 
x 14 in., collating paper from g-pouna 


manifold to 110-pound ledger with 
automatic self-adjusting, vacuum paper 
feed, and gathering up to 8 sheets at 
an hourly rate of 16,000. Cummington 
Corp., 718 Beacon St., Boston. 

(B-7) 
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A Forms handling equipment 
Two new accessories for use with 
Moore forms handling equipment in- 
clude a de-leaving attachment and 
spring shelf de-collating stand. The 
de-leaving attachment, shown here, is 
designed to slit margins and angle out 
from one to three carbons to permit 
detaching two- to four-part forms as 
sets with carbons removed. Moore 
Business Forms, Inc., goo Buffalo Ave., 
Niagara Falls, N. Y. (C-1) 


V Spirit duplicator 

The “Speedliner” spirit duplicator, 
priced at $84.50, plus tax, is capable of 
printing from one to five colors at 


Slee See 


one time, 60 copies a minute and 400 
or more copies from a single master. 
It features an aluminum drum. Speed- 
liner Co., 4404 N. Ravenswood Ave., 
Chicago 40. (C-2) 


Vv Combination letter tray 

This aluminum in and out combina- 
tion letter tray is designed so that up- 
per and lower trays are firmly posi- 
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tioned, without inclusion of obstruc- 
tive corner posts for support. Smith 
Metal Arts Co., Inc., 1721 Elmwood 
Ave., Buffalo 7, N. Y. (C-3) 


Vv Fastener folder 

The “Thinline” fastener folder (pic- 
tured in the foreground of accompany- 
ing photo) has fasteners embossed and 


interwoven into the folder at seven 
different points to allow for compact- 
ness, the manufacturer states. Wabash 
Filing Supplies, Inc., Wabash, Ind. 

(C-4) 


V Illuminated clipboard 

“Ray-Rite” is a combination flashlight 
and clipboard, built into one unit for 
use in poorly-lighted or totally dark 


Available in 
board sizes, 7 x 12, 9 x 14 and g x 17, 
each is furnished with either a mason- 


areas. three standard 


ite or aluminum “board.” Mutual 
Engineering & Mfg. Co, 1124 E. 108th 
St., Los Angeles 59. (C-5) 


Vv Magnetic tape transport 

This 1o-speed magnetic tape transport 
features a speed ratio of 60:1, and the 
unit selects any one of the 10 closely 


i—~ 


. 


regulated tape speeds by remote or 
local control. Speeds, in inches per 
second, are: 1.5, 2.25, 3, 4-5, 9, 15, 
22.5, 30, 45 and go. Electro Data Div. 
of Burroughs Corp., 460 Sierre Madre 
Villa, Pasadena, Calif. (C-6) 


Vv Plastic binding elements 

The “Oval-Back” is available in 1'4- 
in. size with a capacity of 300 sheets 
of 60-lb. enamel paper or equivalent; in 


oe 


1¥%-in. size, binding up to 325 sheets, 
and in 1'4-in. size, binding up to 350 
sheets. This plastic binding element is 
offered -in -a-.awide -variety of colors. 
Cummings-Chicago Corp., 740 N. 
Ravenswood Ave., Chicago 40. (C-7) 
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> Modular office furniture 

The “Executive Techniplan,” a system 
of furniture flexibility which offers a 
wide choice of office arrangements, 
allows the executive to furnish his 
ofice with highly-styled metal furni- 
ture. All modular furniture in the 
system is available in a variety ot 
color combinations and styles. The 
Globe-Wernicke Co., Cincinnati. 


(D-4) 


V Surface rolled patterns 

“Sharonart,” a surface patterned steel 
which has the texture and appearance 
of wood grains, leathers and fabrics, 


is available in 20 stock patterns as 
well as special designs. It may be 
used in a variety of office applications, 
including acoustical ceilings, room 
wall dividers, steel desks and chairs, 
and business machine cases. Sharon 
Steel Corp., Sharon, Pa. (D-1) 


V Furniture mover 

This new device is designed to take 
the work and strain out of moving 
heavy desks and similar types of office 
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furniture and equipment. “Des-Kart” 
is made up of two identical units, each 
of which has a chrome-plated handle, 
adjustable hardwood support block, 
and heavy-duty ball bearing casters. 
Geerpres Wringer, Inc., P.O. Box 
658, Muskegon, Mich. (D-2) 


Vv Executive sofa 

This new executive sofa is correlated 
with the firm’s 7416 office furnishings 
line and includes a specially-contoured 


pillow arm. Fashioned in bronze-fin- 
ished top grain leather, the unit retails 
at about $450. Niemann, Inc., 469 ©. 
Ohio St., Chicago 11. (D-3) 


Vv Custom-fitted furniture 
Using a Domore 801 clerical posture 
chair and an adjustable desk from the 


new Domore 5800 line, the. model de- 
monstrates the firm’s custom-fitted 
concept of desk and chair for maxi- 
mum working efficiency. Desks are 
custom-fitted to the height and needs 
of workers by means of interchange- 
able leg sections. Units were designed 
by Raymond Loewy Associates. Do- 
more Chair Co., Elkhart, Ind. (D-5) 


V Translucent ceiling 

One of two new additions to the firm's 
line of “Acousti-Lux” light-diffusing 
panels for translucent ceilings, the 


: = Pe 


= = 
“Septaline” pattern is available in 24 
x 24- and 24 x 48-in. sizes. Its panel 
is designed so that the exposed sur- 
face extends below the level of the 
suspension grid system. The Celotex 
Corp., 120 S. LaSalle St., Chicago. 
(D-6) 


For further information, use 
Readers’ Inquiry Coupon on 
page 88. 
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A Monthly Feature 


Tools of 
the Office 


MUCH has been said in recent 
months about the possibilitites of sav- 
ing great amounts of money in the 
conduct of office operations. There 
is no doubt that there is a great deal 
of waste motion and waste space in 
most offices, and when the price this 
waste exacts is measured against the 
volume of sales necessary to pay for 
it, the potentials for saving money in 
the office are huge to the point of 
being unbelievable. 

Long after mechanization brought 
efficiency to the factory, management 
has begun to understand that similar 
efficiencies can be introduced into the 
office. Efforts are thus being made in 
three big areas: mechanization (or au- 
tomation, as it becomes when the ma- 
chines themselves can be controlled 
automatically), systems study, and rec- 
ords management. 

All of these are, in fact, related in 
many ways. They all deal, for exam- 
ple, with the problems of gathering 
information, processing it, and distrib- 
uting it to those who require it or to 
such files or storage facilities as may 
be needed. 

The National Records Management 
Council has estimated the average cost 
of maintaining (not to say creating) 
one cubic foot of paper records at 
about $7.50 a year. When the costs 
of creating and processing these rec- 
ords are added, it is overwhelminglv 
evident that this is a most promising 
area for cost reduction. 

By simplifying systems and forms, 
by speeding information flow so that 
paper can be got rid of as fast as pos- 
sible, by transferring paperwork to 
other media (including remote storage 
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Filing Equipment and Office Safes 


of inactive but necessary records, mi- 
crofilming of some items, moving of 
other data into punched card, punched 
tape, or magnetic form), the actual 
volume of paper that must be stored 
in the office can be very much re- 
duced. 

This is not done simply. It requires 
an immense amount of carefully guid- 
ed work. But it can be done. 

There still remains the problem of 
maintaining the paper that is left. 
In some cases, the objective is compact- 
ness of storage, so as to reduce space 
costs. This may be particularly desir- 
able if the records are not too active. 
In other cases, the problem centers 
around rapidity of access to stored 
records, especially those which are in 
frequent use. Here space costs may be 
relatively unimportant with respect to 
other factors. 

In the category of space reduction, 
several approaches have been success- 
fully tried. The capacity of filing 
cabinets can be increased by changes 
in construction design which make it 
possible to get an extra drawer in the 
height formerly occupied by a stand- 
ard cabinet. A number of such cab- 
inets are on the market. 


Shelf filing growing in use 


Shelf filing has come into new 
popularity for the same reason. It is 
considerably more compact than tra- 
ditional cabinet-type filing. It has its 
own problems, however, and current 
designs are intended to solve them. 

For example, to eliminate dust and 
fire hazard, shelf filing units are being 
built with doors. In many cases the 
doors themselves open to form work- 


By Robert Beeman 


ing shelves while the files are in use, 
(In many offices, however, especially 
if they are air conditioned and there- 
fore freer of dust, open shelving is 
quite popular.) Shelf units are being 
specifically designed with filing in 
mind — the shelves are made in a 


width which permits easy access to | 


the folders, dividers or frames for 
hanging folders are provided, and fil- 
ing supplies such as folders and index 
guides are designed with tabs at the 
side for ease of reading. 

Transfer cases also have been put to 
new uses. Some new types are a kind 
of cross between standard filing cab- 
inets and storage cases, so that they 
can be used for relatively active rec- 
ords. They are relatively inexpensive, 
of course. 

Mobile storage is also promising in 
areas where records are not too active. 
Filing cabinets, or shelving used for 
transfer cases or files, are mounted on 
rollers that ride on tracks. By placing 
a row of cabinets against a wall (not 
roller mounted), and then placing a 
set of tracks directly in front of this 
row, the aisle space between is elim- 
inated. To obtain access to the back 
row, units in the row in front are 
simply pushed to the side. Several 
rows can be installed in this way, 
omitting one or two units from the 
mobile rows so that the cabinets can 
be pushed aside. 

Record size can often be reduced. 
Card files provide considerable advan- 
tages over certain kinds of ledgers and 
other recordkeeping methods. 

Where the problem is basically 
one of access, visible types of fil 
ing may be used. In these, one 
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Modern filing cabinets offer many features to make filing 
easier and faster. The Corry-Jamestown unit at left shows 
the cradle-type suspension mounting of drawers character- 
istic of today’s better grades of files; this arrangement not 
only makes it easier to open drawers but also permits 
them to open fully, giving easier access to folders at the 
back. The Art Metal cabinet next to it, with six compact 
drawers, typifies the effort to get more filing capacity for a 


or more edges of the cards are visible, 
to permit speed in locating a record, 
and in returning it. So-called “verti- 
cal-visible” methods are adaptations of 
visible systems so that two or more 
margins (at least one diagonal) are 
visible at once, and the cards rest side 
by side against dividers in a tub file. 
Traditional visible methods usually 
employ a system in which cards are 
placed with their bottom margins ex- 
posed to view. Such cards may be 
carried in trays (which, in turn, are 
housed in cabinets), on panels which 
may be mounted in books or on desk 
stands, or in loose leaf binders of sev- 
eral types. 

Visible and vertical-visible methods 
are of greatest use where speed in 
using the records is important. The 
equipment itself is more expensive 
than other types, and so are the forms 
required. 

It should be noted that the term 
“vertical” does not mean that papers 
are stored in a position perpendicular 
to the floor level. The term was first 
applied to filing in a time when papers 
were usually stacked on shelves or in 
drawers, one above the other. Essen- 
tially it refers to files in which each 
paper is covered by the one directly 
above (or in front of) it. A better 
term for this type of filing is “blind,” 
but this is less popular. However, it 
will be seen that the term vertical is 
often misapplied to describe the posi- 
tion of papers with respect to the hori- 
zontal rather than with respect to each 
other. 


A second approach to speed of ac- 
cess is by mechanizing the files. A 
number of mechanized files are on the 
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market. Most of them provide for 
some sort of rotary mechanism so that 
records can be brought to a seated 
worker, while records not in use are 
moved away. Some models are manu- 
ally operated, but most have electrical 
power, and many offer such refine- 
ments as pushbutton control to bring 
desired sections to desk level automat- 


" ically. 


The axis of rotation may be either 
vertical or horizontal, depending on 
the equipment, and records moving 
vertically (on a horizontal axis) may 
move to and away from the worker, 
or from side to side. 

In some equipment the cards are 
attached physically to a ring or other 
device. They may have to be die cut 
to permit insertion of the ring. In 
other equipment, they may ride un- 
attached, one of various methods be- 
ing used to hold them in position. If 
they ride around a wheel, for example, 
retaining bands may be installed at 
the sides around a portion of the cir- 
cle, or a retaining belt system may be 
used. In other files, the cards may be 
carried in trays that are so mounted 
as to remain level throughout the 
movement of the rotating unit. 

Again, mechanized and rotary units 
are considerably more expensive than 
ordinary filing equipment, but they are 
designed to speed the work flow, and 
in this area they can contribute greatly 
to savings. 

Most filing equipment serves basic- 
ally to store records in some reason- 
able order. It provides a minimum 
of protection against fire and theft. 
However, as business becomes more 
aware of the fact that nearly half 


gives floor area, as does the Peerless model in the center, 
which has five drawers in a space normally occupied by 
four. The Invincible unit next to it features a concealed 
safe compartment, while the General Fireproofing file at 
the right has drawers with expanding fronts; these drawers 
hold more material than standard drawers, since “working 
space” for handling folders need not be left in the drawers; 
despite its low height, this unit has four drawers. 


of those companies that lose their 
basic records in fires never resume 
operating, more attention is being paid 
to providing fire protection at the 
point of use. 

Thus, safes are no longer the sole 
means of protecting valuable papers. 
Other types of record storage equip- 
ment are being offered in insulated 
versions. These include filing cabi- 
nets, desks, and a wide variety of 
equipment used at machine account- 
ing stations, such as posting desks 
and trays, card files, and so on. 

The latter type of equipment rarely 
provides the protection offered by a 
high grade safe, but it will protect 
records in many cases in which ordi- 
nary filing equipment would serve 
only to incinerate them. (The average 
filing cabinet becomes an oven in 
times of fire, providing no protection 
beyond exposure to direct flame, 
which is hardly enough.) 

The degree of fire protection of- 
fered by a given piece of equipment 
is measured by impartial organiza- 
tions such as the Underwriters’ Lab- 
oratories, Inc., and the Safe Manu- 
facturers National Association. These 
organizations have set up standards 
in safe and insulated equipment con- 
struction, and provide labels certifying 
the ability of a given type of equip- 
ment to withstand fire and theft. 

Usually the labels show that a re- 
cord container will prevent the tem- 
perature at a specified point within it 
from exceeding a temperature of 350° 
F over a specified length of time. As a 
guide to the meanings of some of the 
more common labels, the following 
summaries are offered: 
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Inactive records which cannot be de- 
stroyed should at least be got out of 
the way. Transfer cases such as these 
provide low cost storage, for the cases 
themselves are inexpensive, they can 
be stacked to ceiling height (some re- 
quire shelving for support), and they 
ean be located in areas where space 
costs are low. These typical models are 
by Herring-Hall-Marvin, Bankers Box, 
and Office Equipment Mfg. 


The Class A Label indicates resist- 
ance to a four-hour fire reaching 
2,000°, during which temperatures 
one inch from walls and door will 
not exceed 350°. It also signifies re- 
sistance to explosion from sudden 
heating and to dropping 30 feet and 
being reheated. 

The Class B Label indicates resist- 
ance to a two-hour fire reaching 
1850°, again with temperatures one 
inch from walls or door not exceeding 
350°. It also indicates resistance to 
explosion from sudden heating and 
to impact after dropping. 
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The Class C Label indicates a simi- 
lar resistance (in terms of interior 
temperature) to one-hour fires reach- 
ing 1700°, together with resistance 
to both explosion from sudden heat- 
ing and impact. 

The Class D Label, which is not 
intended to show protective qualities 
in buildings where collapse may 
occur as a result of fire, shows resist- 
ance to a one-hour fire reaching 
1700°, with temperatures not ex- 
ceeding 350° in the center of the 
compartment, together with resistance 
to explosion from sudden heating. 

The Class E Label indicates similar 
protection in half-hour fires reaching 
1550°. 

It is emphasized by the Under- 
writers’ Laboratories that fire resist- 
ance “may be seriously impaired by 
disturbance or injury of the insula- 
tion material in a safe due to fire, 
burglary, or improper application of 
accessories.” 

The ability of most filing equip- 
ment to resist theft is very limited, 
and, in any case, bears no direct re- 
lation to its fire-resisting qualities. 
The labels used generally indicate 
resistance to attacks of various types 
over specified periods of time. 

Labels used on most office equip- 
ment, other than the more expensive 
safes, generally make no promise of 
protection against attack by explo- 
sives or oxy-fuel torches. “Tamper- 
resistant” doors are expected to pro- 
vide resistance for “a limited time.” 
Relocking devices, according to the 
Underwriters’ Laboratories, “are in- 
tended to operate and relock the 
original boltwork or to relock the 
door by the functioning of auxiliary 
bolts in the event of a burglarious 
attack upon the door.” 

The labels referred to just above 
apply to safes as well as to other types 
of record protection equipment. 
Classes A, B, and C labels are avail- 
able on safes, Classes B and C labels 
on “insulated record containers,” and 
Classes D and E labels on “insulated 
filing devices.” 

Following are lists, by types of 
equipment, of the major types of fil- 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 


ing and record protection equipment 
described in this section. A _ brief 
summary of the line of each manufac. 
turer is included. 


The Manufacturers 
Filing Cabinets 

Acorn Products Co., 4605 W. 21 St, 
Chicago 50. Non-suspension cabinets 
with nylon rollers; some units fea- 
ture storage and safety compartments; 
$25 to $54. One insulated file. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N. W., Grand Rapids 
4, Mich. See listing under Office Safes 
and Insulated Record Protection 
Equipment. 

All-Steel Equipment Inc., Aurora, 
Ill, Three lines: The 5000 group, with 
cradle suspension, is made in letter, 
legal, and special sizes. The 7000 
line, in letter and legal sizes, is of 
cradle suspension type. The 1400 line, 
in letter and legal sizes, is non-sus- 
pension. 

American Box & File Co., 18 Man- 
gum St., Atlanta, Ga. Current infor- 
mation not available at press time. 

American Metal Products Corp., 
3846 Laclede Ave., St. Louis 8. Cur- 
rent information not available at press 
time. Has made steel cabinets, letter 
size, of suspension and non-suspension 
types. 

Art Metal Construction Co., ]ames- 
town, N. Y. Multi-Files, with progres- 
sive ball bearing suspension, with or 
without locks and with side-locking 
compressors. Can be furnished with 
hanging folder frames. 

Art Steel Co., Inc., 170 W. 233 St. 
New York 63. Futura and Executive 
lines, letter and legal sizes, are of ex- 
ecutive grade, use cradle suspension. 
Five-r-filer units feature compactness 
of design, permitting extra drawer — 
cabinets with up to 6 drawers ate fea- 
tured; progressive suspension used. 
The 2900 ‘series, with cradle suspen- 
sion, includes models in letter, legal, 
check, invoice, card, and other sizes. 
The 2600 series, with variety of sizes, 
is more economically priced. The 2700 
series is of the non-suspension type. Al- 
so combination filing and _ storage 
units. 

Automatic File & Index Co., 549 W. 
Washington Blvd., Chicago 6. Cab- 
inets with automatically expanding 
and compressing drawer fronts and 
backs, in various sizes. 

The Bentson Mfg. Co., 652 N. 
Highland Ave., Aurora, Ill. Top-Flite 
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If you’ve ever waited for a vital paper while mounting 


,minutes played havoc with your good nature, you'll be inter- 


ested in Safeguard! Engineered by Globe-Wernicke, Safe- 
guard is a time and motion, color-keyed system of filing... 
so simple to understand anyone can learn the procedure in 
a matter of minutes. And Safeguard’s components (letter or 
legal-size guides and folders) fit any filing drawer or cabinet 
.+.no new equipment needed! 

Safeguard speeds up filing and finding (papers delivered 
in a matter of seconds!) ... cuts down on errors . . . lowers 
clerical costs. Most important, Safeguard keeps management 


‘in control . . . never puts you at the mercy of an improvised 
system of filing or a changing clerical staff. What's more, 


on a N 
|: SAFEGUARD is my choice, because 


any information or correspondence I 
need from the files gets to my desk fast. 


id 


‘Out guides’ end ‘missing papers’ too!” 
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eliminate wa/fing-fime irritation 


« SAFEGUARD i; my choice, because it’s so 
simple to follow that it takes me less time to do 
the filing. Safeguard’s color-keyed tabs flag in- 
stantly just the folder I want.” 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 88 


Safeguard suits every size operation...from a one-man office 
to a king-size corporation. (Five different systems 
further tailor Safeguard to your needs! ) 
Why not look into this fast, virtually foolproof ¢ Suan 
filing system? Call your Globe-Wernicke dealer* 
for full details, or write for brochure. Dept. G12. 


*Dealers listed 
in yellow pages under 
“Office Furniture” 


GLOBE-WERNICKE 


CINCINNATI 12, OHIO 


Globe-Wernicke makes business a pleasure! 


r 
, 


« SAFEGUARD i; my choice, because 
it keeps our files under control at all 

times, and makes it easy to expand our . 
filing operation.” 
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cabinets, with progressive cradle sus- 
pension, in variety of sizes; 3200 series 
units have thumb latches, 2300 series 
do not. The 700 series, with cradle 
suspension, in 2- and 4-drawer letter 
and legal sizes, is of commercial grade. 
Berger Div., Republic Steel Corp., 
1038 Belden Ave., N. E., Canton 5, 
Ohio. Standard grade line in letter, 
Jegal, tab, invoice, card, and document 
sizes, has progressive ball bearing sus- 
pension, as does Commercial grade, in 
4- and 5-drawer letter and legal sizes, 
Utility grade files also have progres- 
sive suspension, are offered in letter 
and legal sizes with 3 or 4 drawers. 
Browne-Morse Co., Muskegon, 
Mich. Glider line, in wide variety of 


Storage for tabulating cards is pro- 
vided by such equipment as_ the 
Browne-Morse cabinet (lower left) 
or the Records Files mobile unit 
(lower right) made up of separate 
one-drawer units locked together. 
Above is a detail of the drawer mount- 
ing in a Security Steel file, showing 
removable drawers. 
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A variety of equipment for a variety of needs: A mobile 
unit for hanging folders, two types of combination units, 
a cabinet for blueprints and similar material, and a rack 


sizes, has progressive ball bearing sus- 
pension; locks optional. The 5000 line, 
in letter and legal sizes, has progres- 
sive roller bearing suspension; locks 
and button latch drawer catch op- 
tional. 

Challenger Steel Products Corp., 
350 Morgan Ave., Brooklyn 6, N. Y. 
Several lines of cabinets in letter and 
legal-sizes. -The 1400 series units have 
progressive cradle suspension; $49 to 
$84. The 401, 418, and 214 series are 
of the non-suspension type; $16 to 
$55. 

Cole Steel Equipment Co., Inc., 415 
Madison Ave., New York 17. Three 
lines in letter and legal sizes. Air-Flo 
units have progressive ball bearing 
cradle suspension, Executive and Full 
Suspension lines are more economical- 
ly priced, have full suspension. Locks 
optional. Prices for three lines: $58 
to $133, $43 to $92.50, and $37.50 to 
$76.50. 

Columbia Steel Equipment Co., 
Fort Washington, Pa. Two lines, both 
with progressive suspension, but differ- 
ing in roller and ball bearing arrange- 
ments. Variety of sizes. $34.50 to 
$348.75. 

Corry-Jamestown Mfg. Corp., Cor- 
ry, Pa. Steel Age line includes three 
series: “A” Grade, with progressive 
ball bearing suspension, offered in 
variety of sizes; $68 to $300. Commer- 
cial Grade, with progressive ball bear- 
ing suspension, from $51 to $225. 
Corrian line, in letter and legal sizes, 
has non-progressive drawer mounting; 
$34 to $87. 

Currier Mfg. Co., 2448 W. Larpen- 
teur Ave., St. Paul 8. Custom-made 
office files and drawers. 


Diebold, Inc. See listing under 
Office Safes and Insulated Record 


for filing blueprints in vertical suspension. (Pictures by 
courtesy of Oxford Filing, Art Steel, Acorn Products, Lyon 
Metal Products, and Momar, respectively.) 


Protection Equipment. 

Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn 16, N. Y. The 
1200 series of single-drawer units is 
made in letter, legal, invoice, bill of 
lading, and two ledger sizes. Non- 
suspension mounting used, with ball 
bearing rollers. $16 to $19. Also 1o- 
drawer non-suspension check files; 
$50. 

Durable Metal Products Co., 1709 
St. Marks Ave., Brooklyn 33, N. Y. 
Non-suspension cabinets in letter and 
legal sizes; nylon roller bearings used. 
$19.95 to $39.95. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
Super-Filer cabinets in letter and legal 
sizes, with expanding drawer fronts, 
progressive ball bearing suspension. 
Cabinets with rigid-front drawers. 
Tru-Val units in letter and legal sizes, 
with progressive side-arm suspension 
with ball bearing and sintered metal 
rollers. $78.50 to $198.25. Also cab- 
inets for cards and records of various 
sizes. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12. Three lines in letter 
and legal sizes with progressive ball 
bearing suspension slide drawer 
mounting: Globe-Guard series, with 
concealed trigger latch feature and 
automatic locking; Duro-Guard series 
with automatic locks optional; and 
Let-R-Guard series, also with optional 
automatic locks. Insert drawers avail- 
able for all three lines. 

The H-O-N Co., Third & Oak Sts., 
Muscatine, lowa. Three lines, one of 
the non-suspension type, in letter and 
legal sizes, of steel. Some have thumb 
latches, nylon rollers in cradles to re- 
duce noise. Also new line of card 
cabinets. 
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Raise her filing EQ* 


with Oxford 


PENDAFLEX® 
hanging folders! 


Even your best file clerk can boost 
her “Efficiency Quotient’’* when 
you replace outmoded horse-and- 
buggy filing with revolutionary 
PenDAFLEX hanging folders. 


A PENDAFLEX system, tailored 
to your firm’s specific needs and 
installed in your present filing 
cabinets, can double filing speed 
and pay for itself in giant time 
and space savings. 


Your local Oxford PENDAFLEX 
dealer is ready now to make a free 
survey of your present filing set-up 
and show how this modern idea in 
filing can improve customer serv- 
ice and cut operating costs for you. 


For descriptive folder and name of 
your nearest Oxford PENDAFLEX 
dealer, mail coupon today. 


. \ We 
PENDAFLEX heips you gain space, speed, accuracy! 


* 


7 filing motions 
eliminated! 


No follower block to loosen. 
No fingering for hidden tabs. 
No two-handed opening of a 
“V" working space. 

No extra filing motion with tabs 
on front flap. 

No pushing papers down into 
place. 

No tightening of the follower 
block. 

No frequent jogging to main- 
tain file neatness. 


MAIL TODAY FOR ILLUSTRATED FOLDER 


re 


ae 


OXFORD FILING SUPPLY CO., INC. 
180 Clinton Road, Garden City, N. Y. 


Please send free folder “How to use Oxford PENDAFLEX.”” 
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Harrison Steel Desk & File Co., 
4718 W. Fifth Ave., Chicago 44. Steel 
cabinets with full cradle ball bearing 
suspension, in letter and legal sizes. 

Haskell, Inc., 303 E. Carson St., 
Pittsburgh 19. Small one-drawer card 
cabinets. 

Herring-Hall-Marvin Safe Co., 1509 
Grand Blvd., Hamilton, Ohio. See 
listing under Office Safes and Insu- 
lated Record Protection Equipment. 

Hillside Metal Products Co., 262 
Passaic St., Newark 4, N. ]. Cabinets 
in several lines, some with full pro- 
gressive cradle suspension, some with 
progressive side arm suspension, some 
of the non-suspension type. 

The Interior Steel Equipment Co., 
2352 E. 69th St., Cleveland 4. No 
information available at press time on 
current products. 

Invincible Metal Furniture Co., 
Manitowoc, Wis. One line with pro- 
gressive ball bearing roller cradle sus- 
pension, in letter, legal, check, docu- 
ment, and various card sizes; some are 
counter height and some correspon- 
dence files feature concealed safe units. 
A second line, in letter and legal sizes, 
with progressive roller cradle suspen- 
sion; drawer inserts available. 

Jayem Sales Corp., 31 Coffey St., 
Brooklyn 31, N. Y. Non-suspension 
cabinets, 18 in. deep, with variable 
follower blocks, flush handles. $20 to 
$35. 

Le Febure Corp., 716 Oakland Rd., 
N. E., Cedar Rapids, Iowa. Cabinets 
for tab cards. Check filing and bank- 


Long out of fashion, shelf filing has come back into popularity because it offers 


economical use of space. Shelving especially designed for filing provides such 
features as adjustable dividers, work and reference shelves, and label holders. 
Units are offered with or without doors. One cabinet, at lower left, uses a 
rocker principle, the folders rotating ninety degrees when the doors are opened. 
These typical units are by Estey, Borroughs, Supreme Steel, Visi-Shelf, DeLuxe 
Metal, Yawman & Erbe, and Ramsey, respectively. 


ing equipment of many kinds. Full 
progressive ball bearing suspension 
used; some units have drawers resting 
on frames for easy removal. 

Lyon Metal Products, Inc., Aurora, 
lil. Letter-and legal-size cabinets, with 
suspension mounting using ball bear- 
ings and floating rollers; “non-wobble” 
follow blocks. 

Meilink Steel Safe Co. See listing 
under Office Safes and Insulated Rec- 
ord Protection Equipment. 

Monarch Metal Products, Inc., New 
Windsor, N. Y. Cabinets and other 
equipment for use with tab cards. 

Northwest Metal Products Co., 1337 
E. Mason St., Green Bay, Wis. Several 
lines, one of which features expanding 
front drawers. Cabinets are offered in 
wide variety of sizes, some with ball 
bearing cradle suspension, some with 
roller cradle suspension, some with 
non-suspension drawer mounting. 

Oxford Filing Supply Co., Inc., 
Clinton Rd., Garden City, N. Y. See 
listing under Miscellaneous. 

Peerless Steel Equipment Co., Un- 
ruh & Hasbrook Aves., Philadelphia 
11. The 7000 line features compact- 
ness, each unit providing an extra 
drawer for its size. Construction: steel; 
variety of sizes; locks optional. The 
6600 series, of steel, with ball and 
roller bearing suspension slides, in a 
variety of sizes. Tab card files. 

Penn Metal Corp. of Pa., 50 Oregon 
Ave., Philadelphia. Current informa- 
tion not available at press time. 

Record Files, Inc., P. O. Box 581, 
Wooster, Ohio. Steel transfer files, 
designed to be used also for active 
records, in 75 standard and 2,000 
special sizes. 

Remington Rand, Div. of Sperry- 


Rand Corp., 315 Fourth Ave., New 
York to. Aristocrat line, in variety 
of sizes, with cradle ball bearing pro- 
gressive suspension, of steel, with self- 
adjusting dividers and multiple divid- 
ers. Kompakt line, in letter and legal 
sizes, designed for compactness, allow- 
ing extra file drawer, with side-arm 
ball bearing suspension. Revere linc, 
in letter and legal sizes, with cradle 
roller bearing progressive suspension. 

Republic Steel Corp.: SEE: Berger 
Div., Republic Steel Corp. 

The Schwab Safe Co., Lafayette, 
Ind. See listing under Office Safes and 
Insulated Record Protection Equip- 
ment. 

Security Steel Equipment Corp, 
Avenel, N. ]. Crestline gooo and 7700 
series, with progressive suspension, in 
wide range of sizes including tab card 
and microfilm. The 8700 line, also with 
progressive suspension, in letter and 
legal sizes. New Economizer line, de- 
signed to get extra drawer in usual 
cabinet height, in letter and legal sizes, 
with progressive ball bearing suspen- 
sion. 

The Shaw-Walker Co., Muskegon, 
Mich. Extensive line (347 models) 
includes File-Masters, with automatic 
expanding drawers, drawers rolling on 
Free-Coasting Slides, in letter and legal 
sizes; and feature by which drawer 
opens automatically when latch is re- 
leased; optional locks; standard and 
sectional files in wide range of sizes. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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Fire-Files are insulated cabinets (see 
listing under Office Safes and Insu- 
lated Record Protection Equipment). 

Stacor Equipment Co., 768 E. New 
York Ave., Brooklyn 3, N. Y. See 
listing under Miscellaneous. 

Steelcase, Inc., 1491 Division Ave. 
§., Grand Rapids 2, Mich. Several 
lines of Style-File and Steelcase steel 
cabinets in variety of sizes, with sus- 
pension mounting; cabinets of various 
drawer sizes stack evenly to height of 
four-drawer correspondence cabinets; 
other sets stack evenly to counter 
height. Locks and hanging folder 
frames optional. 

Steel Furniture Mfg. Co., 15531 Ar- 
row Highway, Baldwin Park, Calif. 
Fortress line. Current details not avail- 
able at press time. 

Systems Sales Co., P. O. Box 343, 
Binghamton, N. Y. Tab card cabinets 
of steel in several sizes, with ball bear- 
ing cradle suspension; removable and 
interchangeable trays. 

The Victor Safe & Equipment Co., 
Inc., 315 Fourth Ave., New York to. 
Bestline cabinets in letter, legal, card, 
tab card, and ledger sizes; progressive 
roller bearing suspension. Méidline 
cabinets in letter and legal sizes, roller 
bearing progressive suspension. Also 
insulated files. 

Watson Mfg. Co., Inc., 63 Taylor 
St., Jamestown, N. Y. Cabinets in 
letter and legal sizes, of steel, with full 
ball bearing progressive suspension. 

Western Mfg. Co., 536 N. Highland 
Ave., Aurora, Ill. Several lines, letter 
and legal sizes, some with full suspen- 
sion cradle mounting, some of non-sus- 
pension type. Some have thumb 
latches. 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y. Executive 
4000 line of cabinets, letter and legal 
sizes, in 2- and 3-drawer heights, single 
or double, with progressive cradle ball 
bearing suspension. Empire 2000 line, 
in letter and legal sizes and in stand- 
ard heights, with progressive cradle 
ball bearing suspension. Commercial 
and Utility 8000 and 3400 lines in let- 
ter and legal sizes, with progressive 
cradle-type pin bearing suspension. 


Transfer Cases 

Acorn Products Co., 4605 W. 2% 
St., Chicago 50. Fiberboard cases in 
letter, legal, invoice, and check sizes. 

Amberg File & Index Co., 1627 E. 
Duane Blvd., Kankakee, Ill. Box files, 
some of steel. Transfer cases of 
binder’s board, in letter sizes. 
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Art Metal Construction Co., James- 
town, N. Y. Steel cases with roller 
suspension (two on back of drawer, 
two on case front) in letter and legal 
sizes. Interlocks and other provisions 
for vertical stacking. $12 to $28. 

Automatic File & Index Co., 549 
W. Washington Blvd., Chicago 6. Cur- 
rent details not available at press time. 

Bankers Box Co., 2607 N. 25 Ave., 
Franklin Park, Ill. Liberty storage 
boxes of corrugated fiberboard; 25 
standard sizes available. Staxonsteel 
transfer files of drawer type, using 
fiberboard on steel frame, to permit 
stacking; interlocking features pro- 
vided; in legal, letter, check, tab card, 
and freight bill sizes. New R-Kive 
files, 12 by 10 by 15 in., of corrugated 
fiberboard. 

Berger Div., Republic Steel Corp., 
1038 Belden Ave., N.E., Canton, Ohio. 
Steel units in letter, legal, tab card, 
check, cap, and bill sizes, some with 
roller mounting for drawers, some 
without; interlocking features. 

Cole Steel Equipment Co., Inc., 
415 Madison Ave., New York 17. 
Steel transfer cases in letter, legal, and 
check sizes. Also Pronto storage files, 
of fiberboard reinforced with steel, in 
check, letter, invoice, freight bill, card, 
ledger, and other legal sizes. Some 
have fiberboard drawer fronts, others 
have steel drawer fronts. Also Perfect 
files, of fiberboard, for low-cost record 
storage. 

Convoy, Inc., 3424 Navarre Rd., 
S.W., Canton 6, Ohio. Chemboard 
line contains 18 sizes from tab card 
to ledger. Cases are of chemically 
hardened fiberboard. Stacking facili- 
ties provided through “intermember- 
ing” of integral bosses and receptacles. 
$2.80 to $5.70. 

Corry-Jamestown Mfg. Corp., Corry 
5, Pa. Steel Age transfer files in letter, 
legal, and tab card sizes, with inter- 
locking and stacking provisions; draw- 
ers are roller mounted. 

De Luxe Metal Furniture Co., 243 
Struthers St., Warren, Pa. Steel cases 
in letter, legal, check, card, tab card, 
deposit ticket, and pass book sizes. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. Safe-T-Stak steel 
storage files in variety of sizes includ- 
ing letter, legal, check, card, tab card, 
invoice, microfilm, etc. Interlocking 
and stacking features provided by use 
of tie links and skip-keys. 

Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn 16, N. Y. Three 
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Some of the newer features that make 
shelf filing convenient: a side-tabbed 
indexing system, a retractable refer- 
ence shelf, and one of several types of 
adjustable dividers. The divider unit at 
bottom may be used on any type of 
shelving. (Pictures by courtesy of Tab 
Products, Globe-Wernicke, Equipto, 
and Cel-U-Dex, respectively.) 


lines of steel units, some with ball 
bearing rollers, some with steel rollers, 
some with nylon glides. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
Steel transfer cases in letter and legal 
sizes; facilities for both vertical and 
horizontal interlocking; drawers on 
rollers and nylon glides; compressors 
and insert drawers available. $11.50 
to $12.75. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12. Folding storage cases, 
drawer-style, of corrugated board on 
metal frame, in letter and legal sizes. 
Card index storage cases, drawer-style, 
of heavy chipboard, for cards of vari- 
ous sizes; metal frame concealed. 
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we should say 
“file-keeper”... 


For good business housekeeping is largely 
a matter of good File-keeping. 

Scatteration filing has no place here. The 
best practice is to use Accopress Binders 
and Accobind Folders to keep all your 
papers in order—-safely filed, neatly filed, 
ready to find. Acco filed papers are bound 
papers—the only system that insures safety, 
saves time, space, and money. 

Ask your stationer to show you the ad- 
vantages of Acco-Binding—the easier, sure 
way to good business housekeeping. 


The Accopress 
Binder com- 
bines loose leaf 
! convenience, 
large capacity 
and economy. 
Ideal for Cata- 
log Covers. 


the Aceobind Folder, 
insert a new Acco 
Fastener and the 
Folder is ready for 
another year’s filing. 


ACCOBIND folders 
ACCOPRESS binders 


PIN-PRONG binders 
(for marginal multiple punched forms) 


ACCO clamps 
ACCO punches 


THE ACCOWAY SYSTEM 
{for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO PRODUCTS 
A Divisionof NATSER Corporation 


Ogdensburg, N. Y. 


Im Canada: Acco Canadian Co., Ltd., Toronto 
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Guide System & Supply Co., Inc., 
335 Canal St., New York 13. Transfile 
cases in three lines: De Luxe units, 
of corrugated board with steel rein- 
forcement and with steel roller bear- 
ing drawer suspension; letter, legal, 
and invoice sizes; interlocking and 
stacking facilities. Leader models, of 
corrugated board with steel fronts; 
interlocking and stacking facilities. 
The Regular line, of steel-reinforced 
corrugated board. Leader and Regu- 
lar models offered in letter, legal, in- 
voice, check voucher, deposit slip, tab 
card, ledger sheet, and several card 
sizes. 

Harrison Steel Desk & File Co., 
4718 W. Fifth Ave., Chicago 44. Steel 
transfer cases in letter and legal sizes, 
with provisions for stacking and inter- 
locking. Drawers have case hardened 
steel rollers. 

Hedges Mfg. Co., 2931 Wentworth 
Ave., Chicago 16. Transfer cases, with 
steel lift-off covers, some of wood, 
some of corrugated construction, in 
letter and legal sizes. Storage cases 
in check, letter, and legal sizes, of 
corrugated construction with lift-off 
covers. 

Herring-Hall-Marvin Safe Co., 1550 
Grand Blvd., Hamilton, Ohio. Rigid- 
Stak cases, of steel, in legal, letter, 
check, tab card, and microfilm sizes, 
with stacking and interlocking facili- 
ties. Drawers have non-suspension 
slides and adjustable follower blocks. 
$6.60 to $7.75. 

The Interior Steel Equipment Co., 
2352 E. 69 St., Cleveland 4. No in- 
formation available at press time on 
current products. 

Kay-Wood Products, Inc., Drawer 
361, Bedford, Pa. Letter- and legal- 
size cases of hardwood frame construc- 
tion with fiberboard panels, wood 
drawers of non-suspension type. 

The Mayfair Co., 315 N. Desplaines 
St., Chicago 6. Cases of steel in wide 
variety of sizes; stacking and inter- 
locking facilities. All sizes can stack 
to a level height of 664 in., includ- 
ing base. 

Northwest Metal Products Co., 1337 
E. Mason St., Green Bay, Wis. Cur- 
rent information not available at press 
time. 

Office Equipment Mfg. Co., Inc., 
2208 Summer St., Dallas. Permafile 
storage boxes, of corrugated fiberboard 
with aluminum closure at top to pro- 
vide tight closure and rigidity for 
stacking; 26 standard sizes. 
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Oxford Filing Supply Co., Inc, 
Clinton Rd., Garden City, N. Y. Steel. 
Front Files, of corrugated board with 
steel reinforcing and steel fronts, with 
horizontal and vertical interlocking, 
in variety of sizes. Steel-Clad Files, 
of corrugated board with steel collar 
on shell, in variety of sizes; horizontal 
and vertical interlocking facilities, 
Standard Files, of corrugated board, 
in variety of sizes, with stacking pro- 
visions. 

Parker Steel Products, Inc., 54 N.u 
St., Brooklyn 11, N. Y. Steel cases, 
letter and legal sizes, with roller bear- 
ing type drawers, interlocking and 
stacking facilities. 

Pronto File Corp. SEE: Cole Steel 
Equipment Co., Inc. 

Record Files, Inc., P. O. Box 581, 
Wooster, Ohio. Steel transfer files in 
75 standard and 2,000 special sizes, 
with stacking and interlocking facili- 
ties. 

Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave. New 
York 10. The 850 line, in letter, legal, 
card, ledger, check, and tab sizes, of 
reinforced steel with vertical and hori- 
zontal interlocks, drawers mounted on 
nylon rollers. 

Republic Steel Corp. SEE: Berger 
Div., Republic Steel Corp. 

The Shaw-Walker Co., Muskegon, 
Mich. Steel cases, in letter and legal 
sizes, reinforced at front and rear to 
permit stacking. 

Strayer Coin Bag Co., Inc., New 
Brighton, Pa. Steel units of various 
types and sizes, some with friction 
sliding drawers, some with roller 
bearing wheel drawers, some with 
nylon roller drawers, some with draw- 
ers on nylon glides; stacking and inter- 
locking facilities. Transfer cases and 
storage boxes of corrugated board. 

Systems Sales Co., P. O. Box 343, 
Binghamton, N. Y. Cases for tab 
cards, of corrugated cardboard; card- 
board compressors available. 

Top Flight Products Co., Inc., 6224 
S. Oakley Ave., Chicago 36. Three 
lines of steel cabinets, in letter and 
legal sizes. 

The Weis Mfg. Co., Box 600, Mon- 
roe, Mich. Current details not avail- 


—_) 


Readers wishing further infor- 
mation from manufacturers 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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able at press time. Line has included 
cases of fiberboard with optional steel 
stacking frames; letter, legal, invoice, 
and check sizes. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. Cases of steel with rol- 
ler-mounted drawers; among sizes 
available are units for 12 by 12-in. 
machine posting forms and 8% by 
iin. machine bookkeeping forms. 
Some units can be mounted on rolling 
stands. 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y. Steel transfer 
cases in letter, legal, and tab card 
sizes, with stacking and interlocking 
features, roller-mounted drawers, op- 
tional compressors. Shannon transfer 
cases of juteboard, reinforced and 
covered, in letter, legal, card, check, 
document, and prescription sizes. 


Miscellaneous and Special 
Filing Equipment 

Amberg File & Index Co., 1627 E. 
Duane Blvd., Kankakee, Ill. File 
Caddy is steel unit, on casters, for use 
with suspension-type folders. Letter 
and legal sizes. Small personal files, 
some of steel, some of binder’s board. 

Art Metal Construction Co., James- 
town, N. Y. Planfiles, of steel, for 
holding drawings vertically. Spring 
compressors used. 

Art Steel Co., Inc., 170 W. 233 St., 
New York 63. Blueprint files, includ- 
ing sections which can be added on top 
of existing units. Cabinets for cuts 
and art work. 

Atlantic Microfilm Corp., 28 Rail- 
road Ave., Pearl River, N. Y. Micro- 
film files with progressive ball bearing 
suspension slides; five- and  seven- 
drawer models offered, with former 
suitable for use as base for microfilm 
reader. Locks optional. $115.50 to 
$178.50. 

Atlas Stencil Files Corp., 16716 
Westfield Ave., Cleveland 10. Filing 
cabinets and systems for the vertical 
filing of offset plates, stencils, mats, 
etc. Variety of hanger types and 
sizes offered. Some units have cradle 
Suspension. Some are portable, some 
mounted on casters. $27 to $270. 

Browne-Morse Co., Muskegon, 
Mich. Glider line includes microfilm 
cabinets. Progressive ball bearing sus- 
pension used. 

Cel-U-Dex Corp., 23 McArthur 
Ave., New Windsor, N. Y. Div-I-Dex 
is a special divider designed to be in- 
stalled in file drawers; it consists of a 
series of wire separators which support 
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implified Tray Removal y 
a 3 PEERLESS Card Files 


will ease your work load 


So easy to remove—so easy to replace—simplifies office routine. 
Now, without effort, file trays of index cards can conveniently be 
removed to any part of the office for detailed card work. 


In addition, there’s original cost economy—for the Peerless- 
designed cradle is less costly than 
similar files with drawers on sus- 
pension glides. Plus, savings in 
time-costs of each job. 


FILE DRAWERS 
ARE EASILY pee 


REMOVED FROM 


—<, 
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CRADLE AND 
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OFFICE 
LOCATION. 
YOUR EASY 
WAY TO 
SIMPLIFY 
HEAVY WORK 


SCHEDULES. 
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Top illustration shows codmium plated follower block . . . 
no paint to mor cards ... center photo illustrates positive 
locking of follower block . . . lower view demonstrates com- 
plete ease of operation. No damage.to cards. Free literature 
(Form #100-A) gives you ALL the facts. Write for your 
copy today. 


- STEEL EQUIPMENT CO. 


6600 Hasbrook Ave., Philadelphia 11, Po. 


NEW YORK CHICAGO HOUSTON LOS ANGELES 
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Compact storage can be had .. mount- 
ing storage units so that they roll from 
side to side to give acces¢ to units 
behind them. All kinds of equipment 
ean be mounted in this way, riding on 
tracks in the floor or suspended from 
above. Top: A Dolin installation at 
The Stanley Works, New Britain, 
Conn. Below: a Rol-Rak wheeled base 
unit, by Mobile Racks. 


file folders; the design is intended to 
save drawer space. $5 to $8 for set 
of 6 units. 

Cole Steel Equipment Co., Inc., 415 
Madison Ave., New York 17. Blue- 


print cabinets. 


Columbia Steel Equipment Co., 
Fort Washington, Pa. Index files with 
one or two drawers, for cards of vari- 
ous sizes. $10.50 to $42.50. 

Corry-Jamestown Mfg. Corp., Corry 
5, Pa. Microfilm cabinets. Plan and 
map files in 1- to 10-drawer stacking 
units. 

Currier Mfg. Co., 2448 W. Larpen- 
teur Ave., St. Paul 8. The Curmanco 
line, which contains a variety of cor- 
respondence handling equipment, in- 
cludes pigeon hole files, file boxes of 
letter and legal sizes, card files, home 
record files, tub-type files, etc. 

A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Stencil filing equip- 
ment. 

Durable Metal Products Co., 1709 
St. Marks Ave., Brooklyn 33, N. Y. 
Roller files of the lift-top type, letter 
size, with lock. 


Elbe File & Binder Co., Inc., 649 
Alden St., Fali River, Mass. Binders 
and folders for marginally punched 
forms; $.50 to $9. Storage binders; 
$.60 to $4. 

The Federal Equipment Co., P. O. 
Box 446, Carlisle, Pa. Filing cases 
with a number of flat drawers of vari- 
ous depths, together with a standard 
file drawer capable of accommodat- 
ing correspondence. 

Ferris Business Equipment, Inc., 
45 Seymour St., Stratford, Conn. Tub 
files for cards, some caster mounted 
and equipped with working shelves. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
Super-Carder cabinet desks, and other 
units housing cards of various sizes 
and providing working facilities; 
$243.50 to $325.50. Cabinets for micro- 
film. 

Guide System & Supply Co., Inc., 
335 Canal St., New York. Guide-O- 
File units, with sliding tops, with or 
without stand, for handling folders. 
Guide-O-Tray desk drawer units for 
hanging folders. 

Hamilton Mfg. Co., Two Rivers, 
Wis. Steel units of the Hamilton 
UnitSystem include flat drawers for 
drawings, etc., units for storing rolled 
records, etc. A similar line is available 
in wood. The lines are intended par- 
ticularly for drafting rooms. 


Jayem Sales Corp., 31 Coffey St., 
Brooklyn 31, N. Y. Personal files and 
cabinets providing combination of cor- 
respondence files with storage space 
or storage drawers. 


Le Febure Corp., 716 Oakland Rd., 
N.E., Cedar Rapids, Iowa. Microfilm 
cabinets. Record storage equipment of 
many kinds for use in machine ac- 
counting and posting stations. Line 
of bank equipment. 

Lit-Ning Products Co., 3907 Du- 
quesne Ave., Culver City, Calif. Small 
units for use with hanging folders, 
letter and legal sizes; some models 
designed for insertion in standard 
double desk drawers. 

Lyon Metal Products, Inc., Aurora, 
Ill, Flat-Drawer Files for drawings, 
blueprints, etc. Each cabinet has five 
drawers, and cabinets may be stacked 
one on top of another. Three sizes 
offered. 

The McBee Co., Div. of Royal-Mc- 
Bee Corp., Smith St., Athens, Ohio. 
Binders for marginally punched 
forms. 

Mim-E-O Stencil Files Co., 886 N. 


Milwaukee Ave., Chicago 22. Stencil 
files. 

Momar Industries, 4323 W. 32 St, 
Chicago 23. Modular rack units for 
filing blueprints and plans suspended 
vertically. 

Monarch Metal Products, Inc., New 
Windsor, N. Y. Tub files, cabinets, 
and other equipment for use with tab 
cards. Equipment for storing mag. 
netic tapes used with electronic com- 
puters. 


Ray Myers Corp., Endicott, N. Y., 
Tab card filing equipment, including 
files and desks. 

Northwest Metal Products Co., 1337 
E. Mason St., Green Bay, Wis. Desk- 
side portable files with lift covers. 

Oxford Filing Supply Co., Inc., 
Clinton Rd., Garden City, N. Y. Pen- 
daflexers—rolling steel files for hang- 
ing folders, in letter and legal sizes. 
Some are two-drawer models. Full 
cradle suspension in some models 
where a drawer is used (in other cases 
files have lift tops). 

Record Files, Inc., P. O. Box 
581, Wooster, Ohio. Mobile, caster- 
mounted units for tab cards, of steel. 

Recordak Corp., 415 Madison Ave. 
New York 17. One 6-drawer file for 
microfilm, of steel, with progressive 
ball bearing suspension, sliding top 
and sliding work shelves; can be used 
as stand for microfilm reader. Price: 
$169.50. 

Royal McBee Corp. SEE: The 
McBee Co., Div. of Royal McBee Corp. 

Security Steel Equipment Corp., 
Avenel, N. ]. Steel cabinets for micro- 
film and tab cards. 

Stacor Equipment Co., 768 E. New 
York Ave., Brooklyn 3, N. Y. Stak- 
master flat files for blueprints and 
drawings. Planmaster sectional steel 
cabinets, also for large flat material. 
X-ray film cabinets, with progressive 
cradle suspension. 

Steel-Parts Mfg. Corp., 4630 W. 
Harrison St., Chicago 44. Portable 
units, mounted on casters, with lift 
tops, for use with hanging folders. 
Similar models, without stands. 

Systems Sales Co., P. O. Box 343» 
Binghamton, N. Y. Line of equip 
ment for use with tab cards includes 


Next Month: 
Wardrobes and 
Lockers 
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steel cabinets, corrugated cardboard 
transfer cases, etc. 

Tab Products Co., 995 Market St., 
San Francisco 3. Open reference files 
for cards of various sizes; units are of 
tub or table type, for use from seated 
position, with removable card trays. 

Top Flight Products Co., Inc., 6224 
S. Oakley Ave., Chicago 36. Single- 
drawer hanging files, letter and legal 
sizes. 

The Wright Line, Inc., 160 Gold 
Star Blud., Worcester 6, Mass. Line of 
cabinets and files for tab cards. Some 
units are counter-height cabinets with 
cards carried in trays that slide out 
from the unit into a position permit- 
ting use by a seated operator. 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y. Microfilm cab- 
inets. 


Shelf Filing Equipment 

Art Metal Construction Co., James- 
town, N. Y. Steel units of the open 
type, 30 and 36 in. in width, single 
or double faced, for letter and legal 
sizes. Shelves have dividers. Starter 
and adder units. $75 to $210. 

Borroughs Mfg. Co., 3002 N. Bur- 
dick, Kalamazoo, Mich. Open shelf 
filing units, single or double faced, 
with file folder supports which can 
be snapped into place at any point 
on the shelves. $77 to $88. 

Cel-U-Dex Corp., 23 McArthur 
Ave., New Windsor, N. Y. Shel-file 
units, for holding file folders, are 
designed to be installed on standard 
shelving to adapt such standard units 
for file purposes. $8 to $14. 

De Luxe Metal Furniture Co., 243 
Struthers St., Warren, Pa. Verti-File 
units are of complete cabinet type, 
available with or without doors. Doors 
lift and slide out of sight. Doors can 
be locked. Shelves are adjustable, 
provide five dividers per shelf. Letter, 
legal, and X-ray sizes offered. $77 to 
$250. 

Equipto, Div. of Aurora Equipment 
Co., Aurora, Ill. Open shelf file units, 
most with back panels, of steel. Ends 
have flush bars to hold folders, elimi- 
nating need for end panels, which are 
optionally available. Steel rod follow- 
ers are adjustable to provide compres- 
sion. 

Estey Corp., 350 Broadway, New 
York 13. Open shelf units with 7, 8, 
or g tiers, letter and legal size; fea- 
tures include pull-out reference shelves, 
adjustable dividers, end panels, canopy 
tops. Filing supplies available. 
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The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
Single- and double-faced units. Fea- 
tures, some optional, include sliding 
reference shelves which can be used as 
working surfaces, canopy tops to catch 
dust. $96 to $164.50. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12. Space-Guard open-shelf 
equipment, of steel, with adjustable 
shelves, sliding reference shelves, in 
single-and double-face sections, letter 
and legal sizes. 

Jasin Mfg. Co., U.S. 31 at Michigan 
Ave., South Haven, Mich. Steel shelf 
cases in 30- and 36-in. widths with 
adjustable shelves and slip-on dividers. 

Lit-Ning Products Co., 3907 Du- 
quesne Ave., Culver City, Calif. Shelv- 
ing units with adjustable shelves, slid- 
ing vertical shelf dividers. Shelf filing 
guides available. 

Lyon Metal Products, Inc., Aurora, 
Ill, Steel shelving of open and closed 
types, including counter-height units. 

Ramsey Co., 106 S. Seventh St., 
Philadelphia 6. Tract-A-Files, with 
locking doors that fold and recess into 
side walls. Shelves can have dividers 
for standard file folders or two hori- 
zontal rails for hanging folders. Open 
shelf units available. Equipment may 
be either free-standing or mounted 
for mobile storage, using overhead 
rails. 

Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York 10. Shelving units which can 
be used for shelf filing. 

Royal Metal Mfg. Co., 175 N. 
Michigan Ave., Chicago 1. Verti-File 
line of single- and double-faced open 
steel shelving equipment, with adjust- 
able shelves, adjustable vertical divid- 
ers; units are 36 in. wide, 84 in. high, 
with depth of 14 or 28 in. 

Sedgwick Equipment Corp., 80 
Eighth Ave., New York 11. Current 
information not available at press time. 
Company has made shelf-type instal- 
lations, mounted for mobile storage. 
with units powered electrically. 

Standard Pressed Steel Co., Jenkin- 
town, Pa. Hallowell line includes 
open-shelf filing equipment with verti- 
cal separators, optional sliding or 
swinging doors. 

Steelcase, Inc., 1491 Division Ave. 
S., Grand Rapids 2, Mich. Shelf filing 
equipment of both open and closed 
types. Current details not available 
at press time. 

Supreme Steel Equipment Corp., 
53 St. and First Ave., Brooklyn 32, 


N. Y. Conserv-a-File units, available 
with or without doors (doors, when 
used, are retractable)—and doors can 
be added later; posting shelf and ad- 
justable shelf dividers; general locking 
(“gang-lock”) mechanism; letter and 
legal sizes. 


Tab Products Co., 995 Market St., 
San Francisco 3. Spacefinder shelf 


Several specialized filing systems: A 
binder for marginally punched forms, 
a mobile unit, and two types of card 
files. (Pictures by courtesy of Elbe 
File & Binder, Wilson Jones, Watson, 
and Wright. respectively.) 
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DOCTOR-LAWYER-ACCOUNTANT.CHIEF? | 
NO FILE TOO SPECIALIZED 


FOR Smith 
~ PROJECTING 
SIGNALS 


@Can be printed to order for any business 
or profession; more than 23 permanent 
captions for accountants, for example; up 
to 200 captions for lawyers. 

@Sturdily constructed Smith Projecting Sig- 
nals last a lifetime; can be custom printed 
and still give you inexpensive filing. 

@ Available in 4" to 2" widths. Stocked in 
choice of 12 plain colors or printed 
alphabets, states, days of the week, 

months, and numbers. 


See your office supply dealer or write 


CHARLES C, SMITH, INC. 


For more than 50 years, a complete line 
of time-saving signals and indexes 


Now!) | ditterent 


lime and money saving 


“write once" 
Pegboard Accounting 


SYSTEMS 


She writes only once .. . to 
create multiple records for Pay- 
rolls. .. Receivables .. : Payables 
- +. and many other applications 
Send for FREE Multi-Rite Catalog! 
THE C. E. SHEPPARD CO. 


Established 1900 
44-10 21st St., Long Island City 1, N. Y. 


units with doors that lift and retract 
(doors may also be used as working 
shelves); shelves have adjustable verti- 
cal dividers. Units available with 
from 2 to 8 compartments (one above 
the other). Some models designed 
for X-ray films and large documents. 

Virginia Metal Products, Inc., 
Orange, Va. Shelving suitable for fil- 
ing uses. Current details not available 
at press time. 

Visi-Shelf File, Inc., 225 Broadway, 
New York 7. Shelf units, letter and 
legal size, with or without doors. 
Doors are of drop type, sliding down- 
ward to open. Shelves have adjustable 
sectional dividers. 

Watson Mfg. Co., Inc., 63 Taylor 
St., Jamestown, N. Y. Record Flow 
Shelf Files, designed for use from a 
seated position; units have four 
shelves, are designed for letter-size 
material. Rolling chair and desk assem- 
bly, rolling on a track beside the files, 
provides mobile work station for 
clerk; telephone connections can be 
provided. 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester 3, N. Y. Pro-File is a 
cabinet with rocking compartments 
in which material is filed much as in 
shelf filing—i.e., with access from the 
side. Compartments mounted on 
Rock-a-Tilt suspension. Letter and 
legal sizes. Center ‘of gravity remains 
within cabinet, even with all compart- 
ments open. 


Mobile Storage Equipment 

Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn 16, N. Y. Equip- 
ment for mounting files and storage 
equipment. Tracks are installed on 
floors, and on these the storage units 
are carried on roller-mounted frames. 

Mobile Racks, Inc., 369 Lexington 
Ave., New York 17. Rol-Rak systems 
for mounting filing and storage cab- 
inets and similar equipment on bases 
which ride on ball bearing wheels 
on tracks installed on the floor. Base 
unit and track for one Rol-Rak unit: 
$35. 

Ramsey Co., 106 S. Seventh St., 
Philadelphia 6. Tract-A-File open- 
and closed-shelf filing units, designed 
for mobile storage mounting. Units 
are suspended from overhead rails. 

Sedgwick Equipment Corp., 80 
Eighth Ave., New York 11. Current 
information not available at press 
time. Company has made electrically 
powered mobile storage installations, 
using shelftype units. 
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Rotary and Mechanized Files 

Acme Visible Records, Inc., Crezet, 
Va. Visible record equipment includes 
models holding cards in books a. 
tached to large rotating units which 
can be surrounded by a circle of desks 
where many workers can use same 
card files at the same time. 

Diebold, Inc., 2011 Mulberry Rd, 
Canton 2, Ohio. Several rotary card 
files: Cardineer takes cards to 9 by 5 
in., holding them by removable seg- 
ment bar through punched holes in 
cards; electric power used. Elevator 
models carry card trays which ride 
unattached (card edges are perpendic- 
ular to axis of rotation); units are 
electric, controlled by pushbuttons, 
Super Elevator files can take up to 
300,000 cards riding unattached in 
trays; units are powered electrically, 
controlled by pushbuttons. New Ro. 
tary File features Dial-a-file control; 
filing trays are delivered to working 
level by dialing a number on a dial 
like that of a telephone. 

Electrofile Div., Johnson Fare Box 
Co., 4619 Ravenswood Ave., Chicago 
40. Electrofile equipment is of a 
unique design that permits random 
filing of cards, with cards located auto- 
matically at the touch of a keyboard. 
Cards are like standard record cards, 
but carry a strip of thin metal “teeth” 
at the bottom. The filing unit has fa- 
cilities for coding the cards by cutting 
away teeth corresponding to code 
numbers. Coding is accomplished 
through a keyboard. Coded cards are 
placed in the filing unit. To locate a 
card (or a group of cards with the 
same group codes) the code number 
is entered on the keyboard; this actu- 
ates a mechanism which causes the de- 
sired card or cards to be thrust upward 
into view. Several codes can be car- 
ried on a card, eliminating a great deal 
of cross referencing. 

Ferris Business Equipment, Inc., 45 
Seymour St., Stratford, Conn. Me- 
chanized and manual rotary card files. 
Some provide for holding cards with 
edges parallel to axis of rotation, some 
hold them perpendicular (i.e., move- 
ment of cards may be either from side 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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to side, or toward and away from the 
user, depending on the model). Cards 
carried unattached in removable trays. 
Some units are caster mounted. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12. Rotary stands for visi- 
ble display of reference material. 

Herring-Hall-Marvin Safe Co., 1559 
Grand Blvd., Hamilton, Ohio. Rotary 
Record Files, electrically operated, for 
cards of various sizes. Cards ride un- 
attached around rim of rotating wheel, 
are held in place by polished retaining 
bands on each side of enclosed portion. 
Floating dividers used to create sep- 
arate sections. 

Johnson Fare Box Co. SEE: Elec- 
trofile Div., Johnson Fare Box Co. 

Le Febure Corp., 716 Oakland Rd., 
N. E., Cedar Rapids, lowa. The File- 
vator is a console-type unit with two 
banks of vertically arranged card 
drawers balanced so that as one moves 
up the other moves down. Desired 
drawers are selected by pushbutton, 
and drawer is brought automatically 
to working position within ready reach 
of seated operator. Card drawers ac- 
commodate removable card trays hold- 
ing different card sizes. Features in- 
clude work shelf, adjustable work 
table, and utility locker. Unit is 48 
in. wide, can hold up to 250,000 cards, 
depending on size and card stock. 
Price: approximately $2,500. 

The Mosler Safe Co., 320 Fifth 
Ave., New York 1. Revo-File rotary 
card files, holding cards on rim of 
rotating wheel by means of a belt 
covering the portion not being used; 
cards ride unattached; manual, semi- 
automatic, and automatic models of- 
fered. Roto-Files employ Revo-File 
principle, with several rotating units 
in one large cabinet; several clerks can 
work simultaneously; card capacity, 
depending on size and card stock, to 
more than 80,000. 

Remington Rand, Div., of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York 10. Kard-Veyer, an electrically 
powered unit, with cards riding unat- 
tached in removable trays resting on 
pan-type carriers; units rotate toward 
and away from operator under rocker 
bar or pushbutton control; various card 
sizes accommodated. Conve-Filer, a 
desk-type unit, carries cards in trays 
swung from endless chain; cards move 
from left to right, or reverse, under 
foot pedal or pushbutton control; vari- 
ous card sizes accommodated: cards 
tide unnattached in removable trays. 
Roto-Kard is an electrical wheel-type 
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FIRMLY LOCKED TO 
MAINTAIN VERTICAL 
AND HORIZONAL 
ALIGNMENT 


@ VISIBLE MARGINS 
ONE, TWO OR MORE LINES 
HELD FIRMLY IN PLACE 
Provides multiple Visible Records . . . locked in 
place . . . yet easily changed. Multiliner is the 
ideal, practical way to maintain one-line or few- 
line records in compact visible form, always ready 


TYPE WHOLE PAGES packages 

pA ph @ EASY TO ADD OR DELETE 
Multiliner can be changed quickly. No need to re- 
type entire list just to change, add or remove a 
record. The individual record is flexed out and the 
new one inserted, regardless of position in the 
sheet. Records always in proper sequence. 


TYPE WHOLE PAGE OR ONE 
CARD AT A TIME AS NEEDED 
Multiliner sheets roll into the typewriter as easily 
as a sheet of paper. Can be typed in sheets or 
individually. Unique design keeps records locked 
in proper position. 

REPRODUCES PERFECTLY 

Multiliner lies flat with little more thickness than 
a sheet of paper. You get positive contact, clear 
sharp reproduction in duplicating machines, either 
flat or rotary type. 


Ask the man from Acme 
to show you samples 


PN ie VISIBLE RECORDS.INC. CROZET. VIRGINIA 


Y1257 
([) Send us more information on MULTILINER 
[1] We are interested in Acme Visible equipment for. records. 
kind of record 
Company. Attention 
Address 
City Zone State 
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unit; 8 by 5-in. cards are fastened to 
drum by ring through die cut in card; 
foot pedal control available. Robot- 
Kardex is mechanized version of Kar- 
dex visible files of the card tray type; 
card trays are carried in two vertical 
banks which are balanced (one bank 
moves up as other moves down); at 
touch of pushbutton, desired tray is 
brought to desk level and slid forward 
in a channel in the posting surface. 

Wassell Organization, Inc., Box 390, 
Westport, Conn. Rotor Corres-Files, 
consisting of a circular base, one or 
more circular modular units holding 
correspondence, and a top; units ro- 
tate manually around vertical axis; to 
permit use by seated operator, a rolling 
work station, with chair and writing 
surface, can be installed. Roto-Files, 
holding correspondence or trays for 
cards of various sizes in circular tiers; 
can be equipped with desk to provide 
complete work stations, in which case 
they are called Desk Rotor-Files. Book 
Rotor-Files, for books, binders, etc., 
mounted in tiers on large rotating 
units. 

Watson Mfg. Co., Inc., 63 Taylor 
St., Jamestown, N. Y. Rol-Dex equip- 


ment is in a category somewhat be- 
tween mechanized files and conven- 
tional tub-type card files. Two filing 
levels are provided; the entire lower 
level is filled with card trays while 


-above these are a series of trays mount- 


ed to slide from side to side to give 
access to the lower group. In larger 
installations, Trans-Dex chair and desk 
assembly is used to provide clerk with 
a mobile work station giving access 
to files from a seated position; this 
assembly rides on a track in the floor; 
it can carry a posting machine. Prices 
of smaller and standard Rol-Dex units: 
$375 to $485. 

Wheeldex & Simpla Products, Inc., 
40 Bank St., White Plains, N. Y. 
Three lines of mechanized rotary card 
files: Wheeldex files are of wheel type, 
with cards attached to rotating ring; 
among more than 30 different models 
are both motorized and manual ver- 
sions. Simplafind equipment, in a 
number of models, carries records un- 
attached in short removable trays 
which are brought to desk level auto- 
matically at the touch of a button. 
Simplawheel models are of the crad!e 
type, with cradles mounted on a ro- 


tating wheel; manual and motorized 
versions are available; records ride un. 
attached in trays. 

Zephyr American Corp., 95 Morton 
St., New York 14. Rolodex units of 
two types: Desk-top models in various 
sizes, carrying cards attached to rings; 
“floating table” feature permits writ. 
ing on cards without removing them. 
Floor models, manually operated; 
cards ride free in unattached trays; 
models offered for cards of various 
sizes. 


Visible Record Equipment 


Ace Looseleaf Corp., 27 Bleecker St, 
New York 12. Visible ring binders for 
sheet sizes from 11 by 6 to 14 by 104 
in. 

Acme Visible Records, Inc., Crozet, 
Va. Card tray cabinets (Virginian 
and Acme Visible Tray Cabinet lines) 
for cards in hinged pockets or on 
hangers. Visible Card Books, of steel, 
for similar types of card display. Veri- 
Visible tub storage units for “vertical- 
visible” records of both machine- and 
hand-posted types. Posting trays. CarJ 
Book and Order Dispatching Rotaries, 
with facilities for mouating visible 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


aideO fober 


*T. M. Reg. 


HANDY BINDER ror 
“OFFICE MANAGEMENT” 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
— of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 

Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street New York 13, N. Y. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue 


Protect your copies of 
OFFICE MANAGE. 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE: 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi- 
tation leather stamped in 
gold foil as illustrated. 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


New York 10, New York 
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card books on large rotating units that 
may be placed within a circle of desks 
where various workers can work si- 
multaneously on same records. Super- 
Visible cabinets, trays, tub desks, card 
carrier units, and other equipment for 
cards. Reference card stands, one-line 
visible index equipment, and other 
visible record equipment. New Acti- 
visible “record packs” are packs of 25 
cards with bottom edges visible, port- 
able and intended for filing in trays, 
desk or file drawers. 

Art Metal Construction Co., James- 
town, N. Y. Card Visible equipment 
including cabinets, books, stacks, and 
special equipment, using trunnion 
wires to support forms or card pockets. 
Strip Reference equipment, holding 
strip inserts in panels which can be 
housed in Postindex desk stands, ro- 
taries, brackets, and special equipment. 

Art Steel Co., Inc., 170 W. 233 St., 
New York 63. Vizidex Viz-able units 
include cabinets with trays holding 
cards in pockets, and books of press- 
board with card pockets. Spin-Viz- 
Dex is panel-type display system. Di- 
rectoires are combination units provid- 
ing for mounting of catalogs, tele- 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 


phone directories, visible binders, etc., 
together with legal-size file drawer or 
storage compartment; some units are 
caster-mounted. 

Automatic File & Index Co., 549 W. 
Washington Blvd., Chicago 6. Vandex 
units including cabinets and panels for 
mounting cards for visible display. 

Business Efficiency Aids, 8114 N. 
Lawndale Ave., Skokie, Ill. Magne- 
Dex equipment uses cards with thin 
metal strips embedded; these carry like 
electrical charges, so that adjacent 
cards fan out to make top lines visible. 
Some types of card trays can be de- 
magnetized so files will remain open 
at “V”. Line includes trays, tub desks, 
portable stands, etc. 

Cel-U-Dex Corp., 23 McArthur 
Ave., Windsor, N.Y. Book-type visi- 
ble systems for insurance analysis, 


with cards in pockets. 


Cooks’ Inc., 207 W. Lakeview Ave., 
Blackwood, N. J]. Vu-Dex visible 
binders for all sizes of cards provide 
one or two trays of transparent sleeves 
to hold cards with %-in. visible mar- 
gins. $4.50 to $26. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. Tra-Dex and V-Dex 
“vertical-visible” equipment, for rec- 
ords of many sizes. Flex-Site visible 
binder equipment. V-Line posting 
tray equipment. Lines include tub 
files, posting trays, binders, posting 
stands, cycle billing desks, etc. Some 
equipment is insulated. 

Elbe File & Binder Co., 649 Alden 
St., Fall River, Mass. Visible binders 
of the ring type for cards and sheets; 
$5.50 to $20. Flip files of binder and 
desk stand types, holding cards and 
other items in transparent acetate en- 
velopes; $2.20 to $15. 

Filing Equipment Bureau, Inc., 27 
Melcher St., Boston 10. Current in- 
formation not available at press time. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
Magne-Dex card trays for use with 
cards carrying thin metal _ strips 
charged with like electrical charges, 
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to follow up “time due” records such as purchase orders, 
collections, insurance, contracts, quotations, production 
Schedules, etc. Green signal channel for the months— 
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so that they stand apart to make top 
lines visible. Trays have magnets, and 
some units permit temporary inactiva- 
tion of magnetic field to permit cards 
to lie open in a “V” when desired. 
$30 to $86.85. Also a line of cabinet- 
type equipment with trays holding 
cards in aluminum holders with bot- 
tom lines visible. Some equipment is 
insulated. Desk arm slides for use in 
Streamliner desks, holding visible rec- 
ord cards. 

The Globe-Wernicke Co., Norwood. 
Cincinnati 12. Cabinets housing trays 
for cards of various sizes, mounted 
with bottom edges visible. Visible 
record books of aluminum, for cards 
of various sizes. Visible reference 
equipment of the rotary stand type. 

The H-O-N Co., Third & Oak Sts., 
Muscatine, Iowa. Shannovue equip- 
ment, including cabinets with trays, 
stands with frames, panels, and books. 
Some units have card pockets, others 
provide for direct hanging of cards. 
Strip record systems for lists. 


Le Febure Corp., 716 Oakland Rd., 
N. E., Cedar Rapids, lowa. Extensive 
line of equipment for machine posting 
stations, including posting trays, desks, 
stands, etc. Some of this is insulated. 
Several types of visible record systems, 
including Speedex (using a system of 
cutaway sections at card tops to pro- 
vide visible identification of each ree- 
ord) and Scandex (designed to permit 
a degree of random filing as a means 
of cutting down filing and access 
time). 

Master-Craft Corp., Div of The 
Shaw-Walker Co., 831 Cobb Ave., 
Kalamazoo, Mich. Binders for visi- 
ble records. 


McMillan Book Co., 701 E. Genesee 
St., Syracuse, N. Y. Current informa- 
tion not available at press time. 

Meilink Steel Safe Co., 1672 Oak- 
wood Ave., Toledo 6, Ohio. Insulated 


ledger files for machine accounting 
records; U.L. Class C Label. 


Top to bottom: a desktop rotary card 
file, a large mechanized rotary card 
file, a wheel-type file (foreground), 
a rotary file in which cards are brought 
to desk level by dialing a code num- 
ber, a detail of a wheel-type file, and 
an installation of correspondence files 
rotating on vertical axes. Right: an 
electric file in which card trays move 
vertically to bring cards to desk level. 
(Pictures by courtesy of Zephyr Amer- 
ican, Wheeldex, Ferris, Diebold, Mos- 
ler, Wassell. and Le Febure, respect- 
ively.) 


The National Blank Book Co.,, 
Holyoke, Mass. Ring-type and prong- 
type visible binders. “Vertical-visible” 
trays, stands, and related equipment. 

Norfield Methods & Procedures, Inc., 
933 S. Clinton Ave., Oak Park, Ill. 
Binders for visible records. Strip index 
systems. 

The Recordplate Co., 16 E. Holly 
St., Pasadena 1, Calif. Loose leaf visi- 
ble binders. 

Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York 10. Kardex equipment is of tray 
type, with cards carried in pockets 
with bottom lines visible. Some units 
are insulated. Robot-Kardex is a me- 
chanized version (see listing under 
Rotary and Mechanized Files). Kard- 
Up, a new system, employs special 
folders of card sizes; plastic strip 
across top permits use of transparent 
signals; die-cut flaps at base of folder 
permit insertion of title card so as to 
be visible; remainder of related cards 
are carried unattached in folder in 
traditional manner. Sched-U-Graph 
uses Kardex principles in connection 
with control boards. Also ring binders 
for visible records. 

The Shaw-Walker Co., Muskegon, 
Mich. Visible binders in variety of 
styles and sizes. 

The C. E. Sheppard Co., 44-01 21 
St., Long Island City 1, N. Y. Flat 
Rite and Vis-Dex binders with “auto- 
matic shift.” Cesco Master and Junior 
non-shift binders. Visible record trans- 
fer binders, two of the prong type, one 
of the post type. Posting trays, tables, 
etc. New is line of vinyl ring binders. 

Stationers Loose Leaf Co., 246 E. 
Chicago St., Milwaukee 1. Line of 
Faultless visible record binders with 
automatic shift, sheet lifter device. 
New is Faultless Multiple Unit Visible 
Record System, a multiple arrange- 
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ment of binders on a rack mounted on 
casters. Rack can be furnished without 
stand. 


Todd-Hadley Div., Burroughs Corp., 
6071 Second Ave., Detroit 32. Cab- 
inets of the “vertical-visible” type, for 
card records of various sizes; usable 
from seated position, Posting trays and 
other equipment for use with machine 
accounting and other records. 


The Victor Safe & Equipment Co., 
Inc., 315 Fourth Ave., New York to. 
Cabinets, including sections which can 
be stacked to make large units, for 
card trays carrying cards in pockets, 
with bottom lines visible. Vinyl and 
metal books for cards 
mounted. 


similarly 


Visirecord, Inc., Copiague, L. L., 
N. Y. Equipment of the “vertical- 
visible” type, including mobile posting 
trays, tub-type files, pedestal-type post- 
ing units, etc., together with forms, 
systems, and supplies. Included are 
panels for storing punched paper tapes 
for IDP systems. Some equipment is 
insulated. 


Vue-Fax Corp., 655 Main St., West- 
bury, N. Y. Equipment of “vertical- 
visible” type, including portable post- 
ing trays, cabinets with desk arrange- 
ments, double posting files (having 
posting section with sliding table top, 
for up to 20,000 records), and associ- 
ated forms, systems and supplies (in- 
cluding housing units for IDP 
punched paper tape). Some units are 
insulated. 

Wassell Organization, Inc., Box 390, 
Westport, Conn. Sig-Na-Lok cabinets 
of the tray type holding cards in 
pockets with bottom lines visible. Pro- 
ductrol control boards, using cards 
visibly mounted in pockets in conjunc- 
tion with charted information. Spring- 
Dex filing systems in which ordinary 
card files can be made visible by in- 
serting thin springs in tops of cards 
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to make them stand apart. Self-Guide 
systems for tab cards, in which selected 
cards protrude over tops of other cards 
to give visible indexing without use 
of special guides. 

Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. Shif-Dex loose-leat 
type prong binders for visible records, 
with sheet lifters, automatic shift, etc., 
in variety of sizes. 

Yawman & Erbe Mfg. Co., 1099 
Jay St., Rochester 3, N. Y. Steel cab- 
inets of the card tray type, with alu- 
minum card holders carrying cards 
with bottom lines exposed. 


Office Safes and Insulated 
Record Protection Equipment 


Acorn Products Co., 4605 W. 21 St., 
Chicago 50. One letter-size insulated 
file, designed to take a 500° fire for 
one hour; has cylinder lock. $18.98. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N. W., Grand Rapids 
4, Mich. Guardsman letter- and legal- 
size insulated filing cabinets of sus- 
pension type. Drawers have thumb 
latches, removal index rods, optional 
combination locks. With C Labels, 
$205 to $340; with D Labels, $178 to 
$306. Guardsman safes with various 
fire labels, T-20 Underwriters’ Relock- 
ing Device Label. From $65. 

Art Steel Co., Inc., 170 W. 233 St., 
New York 63. Steelmaster gooo series, 
in various sizes and internal arrange- 
ments, offer Class C Labels, burglary 
protection. $71 to $581. 

John D. Brush & Co., 545 West 
Ave., Rochester 11, N. Y. Sentry safes 


Visible records are faster to find and 
to use. Shown are some of the many 
varieties. Clockwise: two types of dis- 
play units; a folder for the new Kard- 
Up system (see text) permitting use 
of visible principles in card files; a 
small ring binder; a new type of ring 
binder, made of vinyl; a mobile stand 
for mounting visible binders; and a 
cabinet of the card tray type. (Pic- 
tures by courtesy of Globe-Wernicke, 
H-O-N, Remington Rand, Recordplate, 
C. E. Sheppard, Stationers Loose Leaf, 
and Victor Safe, respectively.) 
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now carry U. L. Class D_ labels. 
Burglary resistance features provided. 
$44.95 to $214.95. Two “double deck- 
er” models are offered, with two stor- 
age compartments and two doors. 

Cole Steel Equipment Co., Inc., 415 
Madison Ave., New York 17. Insu- 
lated wall safes and file vaults, wita 
manufacturer’s fire label; $19.95 to 
$43.50. Some file cabinets have secret 
vault compartments. 

Condon Safe Co., 185 Norwood 
Ave., Buffalo, N. Y. Information on 
current products not available at press 
time. 

Diebold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio. Insulated filing cabi- 
nets with cradle-type roller bearing 
suspension, carrying Class C Labels. 
Floor safes and point-of-use record 
safes, including Recordesk (electrically 
operated), Ledger Tray Safe for ma- 
chine accounting records, and model 
with drop-swing door which slides 
out of way beneath unit. U.L. and 
S.M.N.A. 1-, 2-, and 4-hour labels 
available, as well as various burglary 
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The unit at upper left contains a rotating section holding visible record binders, 
The other three are for “vertical-visible” records, with one showing an adapta- 
tion for storing punched paper tapes used in IDP. (Pictures by courtesy of Acme 
Visible Records, Visirecord (2), and Vue-Fax, respectively.) 


protection features such as are indi- 
cated by U.L. T-20 rating. 

Dolin Metal Products, Inc., 315 Lex- 
ington Ave., Brooklyn 16, N. Y. Vault 
Files in letter and legal sizes (single- 
drawer insulated files). Hold Safes, 
designed for letter-size documents. 
$23.95 to $27.95. 

Gary Safe Co., 1020 Crocker St., 
Los Angeles 21. Floor safes and 
money chests. 

The General Fireproofing Co., 413 
Dennick Ave., Youngstown 1, Ohio. 
Insulated files, with U.L. Class C and 
Class D Labels. Plunger type para- 
centric or combination locks available. 

The Globe-Wernicke Co., Norwood, 
Cincinnati 12. Fire-Guard insulated 
files, in letter, legal, check, and ledger 


sizes, with U.L. Class C and D Labels. — 


Key plunger and combination locks 
available on any or all drawers. De- 
sign permits circulation of air to 
dissipate heat. 

Herring-Hall-Marvin Safe Co., 1550 
Grand Blvd., Hamilton, Ohio. Deluxe 
line of office safes, insulated ledger 
posting files, and legal- and letter-size 
insulated files, with 1-, 2-, and 4-hr. 
U.L. and S.M.N.A. labels, U.L. T-20 
Label, combination or key locks, etc.; 
$148.50 to $1,439.75. The Standard 
line contains office safes and insulated 


files; these have similar features, are 
priced from $133.76 to $855.50. 
In-A-Floor Safe Co., 1416 S. Los 
Angeles St., Los Angeles 15. Steel 
safes designed to be set into concrete 
blocks in floors, some of circular, some 
of square cross section. Door equipped 
with double relocking devices. Com- 
bination lock on outer door, key lock 
on inner door. Safes designed to 
meet Class E mercantile insurance 
rate specifications. $118 to $320. 
Kwikset Sales & Service Co., 
Anaheim, Cal. Small wall safes. 


Le Febure Corp., 716 Oakland Rd., 
N.E., Cedar Rapids, lowa. A portion 
of the extensive Le Febure line of 
“point-of-use” record storage equip- 
ment is insulated. 

Meilink Steel Safe Co., 1672 Oak- 
wood Ave., Toledo 6, Ohio. Meilink 
line safes with U.L. Class A, B, and 
C Labels, U.L. T-20 and Relocking 
Device Labels, three tumbler combina- 
tion locks, in wide range of sizes, with 
accommodations for drawers of box, 
card, bill, letter, legal, and other sizes; 
$67.25 to $1,264.50. Hercules insulated 
files, carrying U.L. Class C and D 
Labels, in letter and legal sizes, with 
key or combinatign lock, which can 
be arranged for single drawers or all 
drawers; internal arrangements for 


While safes and vaults will protect valuable records from 
fire, many office fires occur during the day, when the rec- 
ords are in use and exposed. Much new equipment, there- 


fore, is designed to provide protection at the point of use. 
Here are several examples, by Diebold, Visirecord (made 
by Meilink), Shaw-Walker, and R. C. Allen, respectively. 
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GIVES YOUR VITAL 
BUSINESS RECORDS 

CERTIFIED PROTECTION 
FROM FIRE AND THEFT 


The safe you buy for your office may someday save 
your business by protecting your records from fire 
and theft. There is no substitute for quality and 
you’ll find no need to compromise with the price 
of the finest. 


Now, you can easily own the finest in certified safe 
protection. Approximately $12.00 a month gives 
your business records the full protection of the 
VicToR® “600 Line” safe, which is certified to pro- 
tect its paper contents from fire for a period of 
one hour in heat reaching 1700°F. 


Your local Victor dealer will be glad to show you 
the dependable “600 Line” safe and explain how 
you can protect your records for just a few dollars 
a month. Ask your dealer, or write us for a FREE 
copy of our informative booklet “Your Records — 
and how you can protect them.” Use the coupon 
shown below. 


“600 LINE” SAFE FEATURES: 
Exclusive hidden hinges — actually inside the door. 
Manipulation resistant, 4 tumbler combination lock. 
Allover rounded corners and edges. ‘teal 
Concealed swivel casters for easy movement. 

These labels of Certification are affixed to the “600 Line” safe: 


Underwriters’ Laboratories Class C —1 hour fire protection. 
*Underwriters’ Laboratories T-20 burglary protection. 
*Underwriters’ Laboratories Relocking Device protection. 

SMNA 1 hour fire protection— with drop and explosion test. 1a 
Victor Detailed Certification of product standards. 


*These two labels will save you approximately 
30% on your burglary insurance rate on contents. im 


DIVISION OF SPERRY RAND CORPORATION 


VICTOR SAFE & EQUIPMENT 
P.O. BOX 520 NAME 
NORTH TONAWANDA, N.Y. 
FIRM. 
Please send me your free 
booklet so I may analyze ADDRESS. 
my records and the fire 
hazards that affect them. CITY. ZONE STATE 
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Many sizes and designs of office safes 
are available to suit individual needs. 
These examples are typical. The model 
at the bottom opens from both sides; 
it is designed to house meter books of 
public service companies. (Pictures 
by courtesy of Mosler, Brush, Meilink, 
and Schwab, respectively.) 


tab card, check, document, and other 
types of storage; $146.50 to $346.50. 
Hercules insulated ledger files with 
U.L. Class C Label, key or combina- 
tion lock, adjustable ledger posting 
trays; $178.25 to $328. 

Midwestern Mfg. Corp., 419 Lemcke 
Bldg., Indianapolis 4. Eversafe safes, 
files, insulated ledger files, chests, wall 
safes, drawer safes, and insulated credit 
files. Safes available with U.L. Class 
A, B, and C Labels, T-20 and Relock- 
ing Device Labels, combination or key 
locks, variety of internal arrangements. 
Other equipment carries Class C 
Labels. 

Migh-T-Safe Mfg. Co., 5829 W. 
Adams Blvd., Culver City, Calif. 
Money chests and safes of a non-in- 
sulated type, for burglary protection, 
carrying U.L. Relocking Device La- 
bel. Most designed to be set in floor 


or otherwise recessed or concealed. 


The Mosler Safe Co., 320 Fifth Ave., 
New York 1. Office safes with U.L. 
Class A, B, and C Labels, T-20 and 
Relocking Device Labels, combination 
CounterSpy locks, wide variety of in- 
ternal arrangements. Safes now avail- 
able in variety of colors. Money safes 
in wide range of sizes and designs, 
including some in color. Wall safes. 
Dual control money safes for concrete 
block installation. 

Norfield Methods & Procedures, 
Inc., 933 S. Clinton Ave., Oak Park, 
Ill. Fire-resistant equipment for han- 
dling machine accounting records. 

Protectall Safe Corp., Hamilton, 
Ohio. Protectall office safes, carrying 
U.L. and S.M.N.A. labels. Class C 
fire protection, T-20 burglary protec- 
tion. Money safes, with Relocking 
Device Labels, “counter-spy” dials. 
Variety of interior fittings available 
for record safes. $71 to $223. 

Remington Rand, Div. of Sperry- 
Rand Corp., 315 Fourth Ave., New 
York 10. Safes, safe-files, and safe 
ledger trays; labels available include 
U.L. and S.M.N.A. fire labels, T-20, 
and Relocking Device Labels; com- 
bination and key locks available. Some 
of this company’s Kardex line of visi- 
ble card record equipment is insulated 
for fire protection. 

The Schwab Safe Co., Lafayette 
Ind. Safes, burglar chests, and insu- 
lated files with U.L. Class A, Class B, 
or Class C, T-20, and Relocking De- 
vice Labels, key and combination 
locks, variety of interior accommoda- 
tions; $140 to $4,000. One new 


A typical money safe. This model is 
from the line made by Protectall. 


Class B safe, designed for public serv- 
ice companies, has double doors on 
each side, permitting two clerks to 
work simultaneously. 

The Shaw-Walker Co., Muskegon, 
Mich. Line of Fire-File insulated fil- 
ing cabinets in letter and legal sizes; 
insulated ‘“‘point-of-use” equipment, 
including posting desks, ledger trays, 
etc. Drawers mounted on Free-Coast- 
ing Slides. Five-pin tumbler locks 
used. Units carry U.L. labels. 

The Victor Safe & Equipment Co., 
Inc., 315 Fourth Ave., New York 10. 
Safes, filing safes, “point of use” re- 
cord storage, and letter- and legal- 
size insulated filing cabinets, with 
U.L. and S.M.N.A. Class A, B, and 
C Labels and U.L. T-20 and Relock- 
ing Device Labels. Safes and filing 
safes have four-tumbler combination 
locks with offset spindle. 

Visirecord, Inc., Copiague, L. I, 
N. Y. The Visirecord Insulated Unit, 
built by Meilink, for point-of-use fire 
protection for “vertical-visible” records. 
U.L. and S.M.N.A. Class C Labels. 
Ball bearing slide extension mounting 
for drawers. Mobile mounting op- 
tional. 

Vue-Fax Corp., 655 Main St., West- 
bury, N. Y. A portion, of the Vue- 
Fax line of “vertical-visible” equip- 
ment is insulated. 

York Safe & Lock, Canton 2, Ohio. 
Office safes with Class A, B, and C 
Labels. Insulated cabinets and “point 
of use” record storage units with Class 
C and D Labels. 


Readers wishing further infor- 
mation from manufacturers of 
products listed in the Tools of 
the Office section may use the 
Readers’ Inquiry Coupon on 
page 88. 
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GETTING READY FOR 
THE ANNUAL TRANSFER 
OF RECORDS? 


Herring e Hall e Marvin Rigid-Stak 
Steel Transfer Files are the modern 
substitute for old-fashioned wood 
and fiber containers. They keep 
records clean, safe from vermin and 
mold, reduce fire hazards. They 
save valuable space because no 
shelving is needed. They lock to- 
gether securely—top to bottom, 
side to side, back to back. 


“ ia. oe 
The Pee one business - 


a 


SAFE RECORD FILES 


aie... _ 2 


Available in 2, 3 and 4 
drawer models—letter 
and legal sizes. 


Cross tray files are available for 
all drawers. Trays for 3” x 5”, 
4” x 6” and 5” x 8” cards may 
be used. 


FIRE PROTECTION DOUBLE CERTIFIED. Certified for fire resistance, also drop or 
impact, by the Underwriters’ Laboratories and the Safe Mfrs. Nat'l Assn. All models 
carry Class “C’’ (one-hour) Insulated Record Container labels. 


DURABILITY. Extra-heavy progressive ball bearing and roller mechanism. In recent 
tests with 80 Ib. load, drawer opened and closed smoothly after 50,000 cycles. 


CONVENIENCE. Vital records safely kept at point of use—no need to carry back and 
forth. Automatic boltwork has fingertip control. New plunger-type lock on one drawer 
ganglocks all drawers (combination lock available at extra cost). 


CHOICE OF COLORS. Ali models are available in a choice of three decorator colors 
to match the decor of the modern office—Mist Green, French Gray, Stylite Tan. Special 
finishes at small extra charge. 


Franchised dealers in all principal cities. See 
Yellow Pages in your telephone directory. 


HERRING-HALL-MARVIN SAFE CO. 


HAMILTON, OHIO 


BUILDERS OF THE U. S. SILVER STORAGE VAULTS AT WEST POINT 
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Sa wv Ne . ‘ 
New: Comptometer Custom- 
atic — World's fastest way to 
figure . . . now faster than 

ever. Try it Free on. your 
own.work. Mail coupon. 


simplicity of operation 


C = : 3 R ePROCUCTS 
orporation ] Sogn i «sok 


THE NEW 


MAGNETIC RECORDING 
omptometer 


Ommander 


FEATURES... 


The amazing re-usable 
ERASE-O-MATIC belt with 

the lifetime guarantee. 

Error Free—Magnetically erases unwanted words 
as you redictate. You hand your secretary perfect 
dictation every time. 

Cost Free — Erase-O-Matic belt can be re-used thou- 
sands of times. No recurring costs for expensive discs, 
belts or cylinders. 

Belt is Mailable—no special protection required. 
Simplicity of Operation —All the controls you need to 
dictate, listen, reverse, erase are in the palm of your 
hand ... with Unimatic remote control microphone. 
True Voice Reproduction — Without garble or needle 
scratch. Your secretary can transcribe twice as fast 
and right the first time. 

No other machine combines the COMMANDER'S 
many advanced features. Find out for yourself how 
the New Comptometer COMMANDER enables you to 


breeze through your daily dictation and get a lot more 
done. Mail Coupon Today. ; 


Comptometer Corporation 
1742 N. Paulina St., Chicago 22, Ill. 
In Canada: Canadian Comptometer, Ltd. 
705 Yonge Street, Toronto 5, Ontario 


(—D Arrange free office trial for me on: 
[1 Send me literature on: 

[-] Comptometer Commander 

( Comptometer Customatic 

] Compt ter Comptograph ‘‘220M" 


Comptometer Comptograph Name 


with new multipli- 


cation key — more features PHT aa onseneeeceteeeeneneee 
than any other 10-key listing 
machine. Try it Free. 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 88 


Storeskeeping— 


(From page 39) 


trel. When cost work had been done 
manually, many hours were lost in 
reconciling work order balances with 
cost ledger balances; with the Sensi- 
matic, there is provided an automatic 
reconciliation. When posting to the 
stock cards had been a manual opera- 
tion, frequently incorrect balances were 
computed; here, too, with the Sensi- 
matic a new balance is obtained auto- 
matically. This automatic reconcilia- 
tion process provides postings to the 
material ledger accounts from which 
journals readily can be made to re- 
port the result of operations for the 
accounting ‘period. These journals are 
made after a trial balance is run of the 
ledger accounts. 

The processing of the punchcards 
which were made from the shipping 
orders is done similarly to the proce- 
dure followed for requisitions except 
that when the unit cost is posted to 
each card and the cards of the same 
inventory are sorted by account clas- 
sification they are then processed on 
a Model M 222 Burroughs Commer- 
cial Bookkeeping Machine which au- 
tomatically extends each card and gives 
a total for each classification. This 
provides the data for the Cost of Sales 
Journal. 

It is interesting to note that in the 
year that followed the installation of 
this cost accounting system (mechan- 
ization was not put into effect until 
December 1, 1956) when the physical 
inventory was taken on November 
30, 1956, instead of an inventory loss 
being experienced there was an inven- 
tory pick up. 

In the present instance, it is in the 
area of accounting for labor that the 
greatest potentialities of cost control 
became evident. 

Prior to the installation of a cost 
accounting system, it was the practice 
for workers themselves to write on a 
work order the time they worked. 
Sometimes this would be done a day 
after the work had been performed. 
Neither was there any reconciliation 
of the labor posted to the work orders 
with the reported payroll for a period. 
It is evident that under this procedure 
it was possible that great inaccuracies 
existed not only in the time reported 
for a given work order but also in 
the total amount of labor reported for 
costing. 
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now! 
every business* 

Can use cost-saving 
“procedural 
microfilming” 
with the a 


Naw 
wey") 
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ym 
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* Send today for actual applications show- 
ing how your business can save money 
with the FLOFILM 9600 portable microfilm 
camera, and free copies of An Introduc- 
tion to Microfilm’ and "Manual of Pro- 
cedural Microfilming”. 


PLEASE SEND THE FOLLOWING: 
[_] An Introduction to Microfilming 


() Accounting Use 


(CL) Appliance Dealers (_] Manufacturers 


'NCORPOR AT E D Dept.74 
Flofilm Division e Norwalk, Conn. 
| Sales and Service Offices in All Principal Cities 


Check literature desired—clip coupon to letterhead and mail today! 


aa aac a einai i aaa aa ee 


; 0) ). The Only Microfilm Camera Specifically hetens for Procedural Microfilming! 


MOTORIZED » PORTABLE + Costs No More Than A Fine Electric Typewriter! 


(1 Manual of “Procedural Microfilming” 


Please send me case histories of the following: 
) Loan Companies 


() Auditors Lj Oil& Gas Companies 
[| Automobile Clubs (_] Breweries 

() Banks [_] Cemeteries 

(_] Bookmobiles (_| Certified Public 

(] Jewelry Stores Accountants 

(] Laundries C) City and State 

C) Libraries ] Colleges 


() Credit Unions 

Oj a 

() Dry Cleaners 

] Dry Goods 
Retailers 

( Fuel Dealers 

(_] Furniture Stores 

CL) Hospitals 

(_] Hotels 

(_] Insurance 
Companies 

(.) Phone Companies 

_] Power Companies 


() Publishing - Printing 
(] Radio & TV Stations 


(_] Railroads 

[_] Retail Stores 

(_} Schools 

|_] Stock Exchange 
Firms 

(-] Supermarkets 

{_] Telephone 
Companies 

(_] Utilities 

[_] Wholesale Liquor 
Dealers 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 88 


ee es eee Se ee a ee el 


DECEMBER 1957 


67 


no. S in a series on low cost microfilming procedures ae a 
a os 
4 , es z ee ee ig B, ed cs ae 
_ - Bs ae | 
ith ‘A : Lo a ; 
1si- hs ee ~ x 
2" i; . el | a - 
‘Ta- : ‘ oe . Pe 
ere | [mt te | a 
a" : ieee : < aes 
si i | my : 
to- ee ee re “a 
lia- Mens o . ig 
the y \e a a. 
ich 2 - _ 
the a - 43 
are ° ; ay 
rds a 2s 
ing : a 
ce- i ae 
si te 
to ome fi 
me i 
on 
ves fe - = : eh 
6 =< Sy} | Microfilming , 
ee Wenn yj ng F Be F 
pee oe a New 7, td 
the Be eed " Cuemenn ues a on 
on : es <K . ; pi Fd 
z — ba oy , } 3 
OO . - CLL § 

: ew, wee Se . a 
itil : Mat) bona eee / = ca . —_— - 
cal — é > IO : ~ [Dieborg + 
ber | — = es 
oss | = ” 
lt a : 
ie | | a 
rol | Bx 
ice | 
ran 
ed. | 
lay : 
ed. | sm. 
ion a 
ers a 7 
od. ' % 
‘ies m 
ted “4 
for | ELL, RE ee na ~~ 

‘oa ed ee + — f a ‘ 7 — « e oa 4 a 3 : (ti or 4 ics in? 

ee i . ae a. # ———————— ll oe 


In the year before mechanization 
was introduced, time tickets as posted 
to the work orders or expense accounts 
were reconciled with the payroll. Thus 
it was known that all labor was being 
accounted for; however, it still was not 
possible to know how accurate the 
labor was as reported on each work 
order. 

Finally, when punchcards were in- 
troduced in December, 1956, the time 
ticket also was put on a_punchcard, 
and time clocks graduated in tenths 
of an hour were installed in the plant 
so that each worker had to punch in 
and out on any job. 


The Hadley Punchcard Standard 
Time Ticket was adapted to meet our 
particular requirements. 


Time tickets are mass-notched 


The data that are required for our 
purpose are the work order number, 
the account classification and the oper- 
ation number. This information is 
taken from the work order card by 
the worker and written on the time 
ticket which is pre-notched for the 
worker’s clock card number and _ his 
rate, the latter being in code. The 
time tickets for the previous day are 


“We're wasting plenty of 


money with old—fashioned 
hand collating methods.” 


“The way | figure it. 


ite costing us 


5 times more 


than it should! 


“Take my advice... 
get all the facts about a 


Thomas Collator today!" 


Costly time, wasted effort, unnecessary 
fatigue and lowered morale go hand 
in hand with hand gathering bulletins, 
price lists, reports and other dupli- 
cated sheets into sets . . . not to men- 
tion the hundreds—even thousands of 
dollars wasted because of this old 
fashion method. 

With the new, improved Thomas 
Collator you eliminate this needless 
waste of time and dollars, perk up 
morale and get rush jobs out .. . 


“ we. 
A 50 Church Street Dept. E 
a ® New York 7, N. Y. 


More In Use Than All Other Makes Combined 


without rushing. It is simple to 
operate, there are virtually no main- 
tenance problems and the investment 
is unusually low (in some cases, less 
than the average typewriter). 


Thomas Collators are available either 
pedal or electrically operated—in a 
wide variety of capacities to meet 
your particular requirements. Send 
today for complete descriptive 
information, 
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sent to the cost accounting office each 
morning where they are mass-notched 
for the date. Then they are sorted by 
clock card number, the elapsed hour 
written on each card and reconciled 
with each worker’s clock card time, 
This is done daily; once a week the 
cards are sorted by rate code, and from 
a chart which is graduated in tenths 
of an hour with the respective amounts 
noted opposite each tenth of an hour 
for a total of eight hours for each rate, 
the clerk can rapidly write the ex. 
tended amount on each time ticket 
without having to use a calculator. 
After the extended amount has been 
posted to all the time tickets, they are 
again sorted by clock card number and 
the total amount of all the time tickets 
for each worker reconciled with the 
total hours times the rate on the Pay- 
roll Cost Summary Sheet. This is the 
amount each worker is paid for his 
week’s work. 

After the time tickets for each week 
are reconciled for payroll purposes, they 
are then notched on the Hadley Elec- 
tric Keyboard Notching Machine for 
work order number, account classifi- 
cation, and operation number. Then, 
at the end of each month, they are 
sorted by account classification, opera- 
tion number, and work order number. 
After this has been done, the time 
tickets are ready for processing by the 
Sensimatic machine. 

The Burroughs Sensimatic posts the 
hours and the amounts on an oper 
tion ledger card for each operation on 
each work order within each account 
classification. This results in an auto- 
matic total of hours and amount for 
each operation within each classifica- 
tion and a grand total for all opera- 
tions. Then the postings to the opera 
tion ledger cards for each work order 
are posted to the work order. Since 
the work orders are arranged system- 
atically according to account clas 
sification, the total of the postings to 
the work orders within each classifica- 
tion results in an automatic total for 
that classification and a grand total 
for all account classifications for hours 
and amount. The grand total for the 
posting to operations is reconciled with | 
the grand total of postings to account | 
classifications. 

The Labor Ledger is made up 
of ledger cards for each account 
classification with one ledger card| 
which controls and summarizes the | 
total. There is also a ledger sec- 
tion for applied overhead (a percen- 
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Letter perfect! There’s nothing like M & V 
typewriter ribbons and carbon paper for clean, 
sharp originals and legible, smudge-free copies. 
That goes for Tagger, Silk Spun, M & M and 
Plenty Copy . . . ribbons and carbon paper 
matched to each other—and unmatched by any 


other —for superior work! M & V’s been making 
good impressions for 75 years . . . why not let 
them make some for you? Your stationer can 
tell you which of these smartly packaged 
products is right for your job. Call him today, 
or write Dealer Sales Department. 
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tage applied to the direct labor dollar) 
with a ledger card for each account 
classification and a control card for 
the total. 

What was stated previously about 
the advantages of the Burroughs Sen- 
simatic for accounting for material ap- 
plies equally in the case of accounting 
for labor. 

An Operational Analysis Summary 
is prepared readily from the summary 
totals of operations by account classi- 
fication. In the same manner, an Anal- 
ysis of Cost of Production And Work 
In Process for the month also is 
easily developed from the summary 
of the ledger accounts. 

When a work order is completed, 
it is recorded on The Cost Analysis of 
Completed Work Orders form. These 
completed work orders are summar- 
ized by each production order which 


may be for a given number of Har- 
vesters, or Fork Lifts or other product. 
When the production order is com- 
pleted and all the work orders are 
posted to this Cost Analysis form, by 
referring to a bill of material or a 
shipping list, this form is used to 
summarize the product cost. 

This Cost Analysis form together 
with the Product Cost Summary be- 
comes the basis then for cost control 
and cost reduction. 


Con Edison— 
(From page 38) 


“Although choice of colors is usu- 
ally considered a prerogative of the 
interior decorator,” Peters comments, 
“color is vitally important to the light- 
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ing engineer. On this job the lighting 
people were consulted on color sele. 
tion, a practice we feel would greatly 
improve lighting installations if mor 
generally adopted.” 


Soft, warm shades predominate 


The IBM 705 Electronic Computer 
for Con Edison’s payroll and general 
accounting and the customer billing 
Sperry-Rand Univac are significant 
examples of the trend, in soft shades 
of neutral gray. 

In Gillen’s words, “It was desirable 
to provide a light setting that 
would do justice to the strikingly 
modern machines from an_ aesthetic 
point of view, in addition to providing 
a visual environment that would con- 
tribute to the comfort and efficiency of 
the people who operate the machines,” 

Starting with the pastel shades of 
the machines themselves, a_ color 
scheme was designed for both lighting 
and psychic values. An acoustical 
ceiling with a reflection factor of 9o 
percent was installed, with the walls 
decorated in salmon-pink, yellow and 
green. The wall colors provide a 
range of reflection factors of 40 per- 
cent to 50 per cent and offer color dy- 
namics rather than the uniformity of 
one shade. 

In all recessed lighting it is mos 
important to provide some means of 
redirecting a portion of the light to 
the ceiling. This is done to minimize 
the brightness contrast between the 
fixtures and the adjacent ceiling areas. 
In the Con Edison electronic comput- 
ing room a %-inch-thick composition 
block floor was installed with a reflec- 
tion factor of 44 percent. 

The reflected light from the pastel 
yellow floor and light colored machines 
has provided the “quality of warmth 
and pleasantness” that brings a sense 
of actual physical well-being. Typical 
of comments on the rooms’ atmos- 
phere is that of one of the computing 
machine operators, who said, “No mat- 
ter what the day’s like outside, I feel 
as if it’s a spring morning when | 
come into the room. And I still feel 
fresh at the end of the day.” 

Con Edison’s Gillen and Peters 
firmly believe that modern engineering 
has resulted in a strikingly unique 
working space. They see profit in 
employee morale, error reduction and 
personnel comfort resulting from the 
modern epitome of “efficient and com- 
fortable seeing.” 
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Why business courtesy 


is only good business 


by Ernest W. Fair 


Being courteous—even at 
the most hectic moments — 
always pays dividends in better 
business relations— 


“WHY is business courtesy so rare 
today?” an office executive asked us 
recently. 

“Day after day there come to my 
desk inquiries from other firms re- 
garding all sorts of business matters,” 
he explained. “It is only one in a hun- 
dred that ever extends the business 
courtesy of enclosing a self addressed 
and stamped envelope. 

“To my way of thinking, if it isn’t 
worth a self addressed and stamped 
envelope for that information, it isn’: 
worth my time and effort to obtain 
the information. When I find one 
who has the courtesy to extend that 
‘courtesy’ to me, I will put myself 
out to obtain all the information that 
is possible.” 

One reason for such a situation in 
business today is that it is so easy, 
in the midst of hurry and routine, to 
let courtesy slip out of our way of 
doing things. Before we know what 
has happened just pure neglect has 
created such situations. 

Not only every office executive but 
most employees can well use a review 
of business courtesies from time to 
time — keeping handy a check list 
of the more important ones and re- 
ferring to it from time to time to make 
sure we too have not “slipped” in this 
regard. 


From the foregoing executive as 
well as a number of other office execu- 
tives here is a list of such business 
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courtesies. All represent the little acts 
on our part which not only lead to 
more pleasant business relations but 
insure our obtaining maximum co- 
operation from others with whom we 
must deal — our customers, the people 
in our own firm and those in other 
organizations. 

—Use self-addressed, stamped envel- 
opes whenever sending a request for 
information or data to some one else 
and particularly so when answering 
the request requires considerable effort 
on the part of the other fellow. This 
is most important where we are re- 
questing something for which the 
other man will receive no direct com- 
pensation. 

—Respect the value of the recipi- 
ent’s time. Don’t ask him to do some- 
thing (without charge) which takes 
up a great deal of time and effort. 
These are the things it is courteous 
to pay him to do; not expect free. 

—Avoid wasting the time of indi- 
viduals and firms with curiosity in- 
quiries or requests — keep it strictly 
limited to business inquiries. Too 
often we make such requests which 
have little bearing on direct business. 

—Reply promptly or act promptly 
on requests of others. “There’s no 
hurry on this, it can wait,” is careless 
discourtesy, for we can never be the 
judge of whether or not promptness 
is important insofar as the inquirer is 
concerned. It’s just plain good busi- 
ness courtesy to grant the promptness 
to others we expect ourselves in all 
business matters. 

—Business exists solely when it 
makes a profit on what it does — it’s 
very poor business courtesy to ask for 
or expect something free the other 


firm normally is paid to do. This is 
one of the most abused of all business 
courtesies between executives of differ- 
ent firms. 

—Be as clear and definite as you 
can when answering requests for in- 
formation from others, for an evasive 
reply to a request for information is 
valueless. Sometimes caution from the 
legal angle makes such a reply proper 
but this precaution has little applica- 
tion to the ordinary routines of busi- 
ness. Nothing is more discouraging 
than to expect some definite data from 
someone else and receive information 
which is not only indefinite but value- 
less as well. 

—When the occasion arises where 
one cannot grant an immediate tele- 
phone or letter request one should say 
so frankly so that the other party can 
make other arrangements. It’s an in- 
furiating thing to be stalled on such 
business matters and then ultimately 
be given no satisfaction whatsoever. 

—Take the time to be friendly. 
Gruff, sharp attitudes may be all right 
in a company of Marine recruits but 
they have little place in business. 
Friendliness is a top business courtesy 
that sets off successful business execu- 
tives and business firms from the run- 
of-the-mill. 

—Avoid pulling the “emergency” 
lever unless you really mean it; such 
action infuriates one later when he 
finds that it was all exaggeration and 
that no genuine “emergency” ever 
existed. Chances are we will receive 
little if any co-operation from the 
other party after doing this business 
discourtesy just once. 

—“When you make a promise in 
business — keep it,” is suggested by 


OFFICE MANAGEMENT 


ie Cn ti = i r > | ee a - Se eum OF | So 
ae 
ae a x 
: salt one ¢ 
; Bid i ti ws —— 
ae ia . —™ ness 
ere F j i Ps er pee ; “ 
ie Dr Me Ts A defin 
ay As "T =. fe * y ae 
2) ae | SPN at Rg AS Ni phe AY lowe 
oh: as +1 Ni A ca ae eae 
a. = ae nih ga ges . 1 ~~ the | 
‘ % « ¢: \ | é E oe a: "Sl — 71 ; i pres¢ 
a Hi y ee fA NY on 0 
oa. i NIZA I\ . 
Se. As F, /f | | 
Laie, Y . ‘> seek. 
en. \ \ i BA 
oe } ———  seninose alwa 
he a igs | N a i 
oe ee Be MN wa 
“ ml | ‘t , is tl 
a be TN ; fails 
Pas | er med 
se ; % i | T 5 
=. ie sure 
he-ticge PC 
Glee | rece 
Be als inde 
oe ; 
3 
ifn 
ae cor 
bso . 
Was in 
Leake ee ° 
isos re 
; ‘ cor 
H tai 
te 
ee , are 
4 ie Sto 
‘ ee 5s out 
i ye | ins 
si} ie . 
ae tio! 
Sakti hai 
ana n 
bs teats iV 
Ep ae an 
=e i 
eae | de 
S * for 
a eae (2 
‘i te so 
ee ch 
ee lis 
a oe 4 « 
wii ° 
Pe is 
Bs: fe 
as) | co 
$ apt. th 
: oe 2 
saat | sti 
Waly aa 
x f be 
he ; E 
ee 
. ste Se | re 
Bee sa os | n 
Ss, een 
ps ae gi 
. 3 si 
oe ee u 
dy sor | h 
. m pe 
ei +) ae 
euge a 
ee et “4 + ha . see ime bees em ; 3 ae a eesax | ae a 
a = wae eee ° ee Bee i! 3) > Siog I) oO ete = Ff a8 as Cae oc 


‘his is 
isiness 


differ- 


S you 
or in- 
‘vasive 
ion is 
m the 
>roper 
»plica- 
busi 
raging 
- from 
nation 
value- 


where 
> tele- 
Id say 
ty can 
an in- 
~ such 
nately 
ver. 

endly. 
right 
ts but 
siness. 
urtesy 
execu- 
> run- 


ency” 
- such 
-n he 
n and 

ever 
eceive 
2» the 
siness 


ise in 
ed by 
fENT 


one executive as a most important busi- 
ness courtesy. He points out that any 
definite commitment should be fol- 
lowed up as promised or not made in 
the first place. When it is given we 
present assurance to the other fellow 
that he can expect us to come through 
on our promise. 

—When writing notes or letters 
seking data or information be sure 
always to supply all the facts. “Send 
us a widget for our grosmo machine,” 
is the kind of request that not only 
fails to secure the “widget” for us im- 
mediately but causes high blood pres- 
sure elsewhere. If we had specified the 


model number of the machine and 
details as to the particular “widget” 
we desired in the first communication 
it could have been shipped immedi- 
ately; instead considerable (and use- 
less) follow-up correspondence was 
necessary. 

—When you “business borrow” pay 
back immediately. This includes 
everything from office machines to 
technical books. The chances are the 
other fellow or firm needs them just 
as badly as we do and if we let them 
lie around for days before returning 
them we have put that other individ- 
ual to great inconvenience. It’s always 


a mark of good business courtesy to 
make prompt return on any such bor- 
rowed items the moment we have 
finished using them. Moreover, next 
time something is needed, it will be 
available. 

—Make it easy for the other fellow 
to supply information. Have forms 
printed covering areas in which we 
make many such requests. It’s a lot 
easier for someone to fill in such a 
form with the requested information 
than it is to sit down and write it all 
out in a letter. Not only this but we 
are assured we will obtain just the 
information we desire. 


How to save money and space by establishing a 


records but also is used as part of the 
indexing system. (See Figure 1). 

The operating office providing re- 
cords to be stored completes this form 
in quadruplicate, with the exception 
of the “storage center location” and 
“receipt acknowledged” items. Re- 
cords to be stored are placed in con- 
tainers in the same sequence as they 
are housed in active files. A “Records 
Storage Transmittal” form is made 
out for each container and placed 
inside. Arrangements for transporta- 
tion of containers to the center are 
handled by records center personnel. 
This is done for two reasons: (1) to 
give us a chance to look at the records 
prior to their receipt at the center to 
determine that the records are suitable 
for storage and are listed properly and 
(2) to schedule records into the center 
so that they can be processed promptly. 

Upon receipt the records are 
checked against the accompanying 
list to insure that everything listed is 
received and that everything received 
is listed. A storage center location is 
assigned, marked on the container and 
on the transmittal. One receipted 
copy of the transmittal is returned to 
the supervisor whose records are being 
stored. 

We use a simple consecutive num- 
bering system for assigning locations. 
Each container is numbered as it is 
received and shelved in the same man- 
her, with no attempt made to segre- 
gate records by type or storing office 
since this would waste space. We are 
using rack-type shelving, ten tiers 
high, and corrugated containers. 

Of the remaining three copies of 
the “Records Storage Transmittal”, 
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(From page 25) 

one stays in the. appropriate container, 
and two go to the records center clerk. 
She maintains an “Index of Stored 
Records” which is broken down alpha- 
betically by the name of the record 
and shows, in addition, the office 
which sent it, the filing sequence, 
and the storage center location. (See 
Figure 2). After indexing the records, 
she files one copy of the “Records 
Storage Transmittal” according to the 
office which had stored the records 
and the final copy according to the 
year and month the records are to 
be destroyed. Thus we can _ locate 
quickly any stored record either by 
name of the record or by the storing 
office, and we have a tickler system 
to insure that records are destroyed 
promptly when their retention periods 
expire. 

The most important single factor 
in operating a good records center is 
prompt and accurate reference service. 


records center 


It builds good customer- relationships 
and confidence in the operation as 
nothing else can. 

We try to handle as many refer- 
ences by telephone as possible be- 
cause this is the cheapest and quick- 
est way. There are circumstances, 
however, which necessitate the tem- 
porary withdrawal of a file. An in- 
dividual requiring a record completes 
a “Request for Records” form in dup- 
licate (See Figure 3) and sends it to 
the center. Our clerk completes an 
“Out of File” card, pulls the folder 
and sends it (usually by intra-plant 
mail) to the requester. Before leav- 
ing the center the record is identified 
as a file withdrawn from _ storage, 
and the storage center location is noted 
on the folder. This speeds up filing 
when the record is returned and pre- 
vents it from inadvertently being 
placed back in the active files. Then 
one copy of the “Request for Records” 


(Fig. 3) “Request for Records” is submitted by persons requiring a record 


* REQUEST FOR RECORDS 
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~I 


DATE RECOHDS ARE 
TO BE RETURNED 


FoR RECORDS STO 


THE ABOVE RECOMDS ARE STILE OU TET ANDING 
PLEASE RETURN TO HE CONDS CENTER AT ONCE 
OR ARRANGE WITH THE RECORDS CUSsToOotAN FOR 
AN EXTENSION OF Tint 


FILE TITLE AND 


DESCRIPTION OF RECORD 


a 
st Jae OF / J 
neaueston SLL4 4 S0bkL 
Sper ¢ 


7" 
ia 
6 


i cee Nel ute ee see as ay 7 - 7 (a | ee a a. > e a . — at, ee = ri Bi Pepe i ina ma 
oe 
es a 
bi ae 
ss i 
ES a 
ot 
a 
ma 
ie ¥ 3 
hee 
. # S 
ae 
+t r 
4 
| ener ern St men mente aS LT eR eRe VSS: SAR eee RSORR Sn NS ER ‘ 
| Soe aR 
| = 4 * 
q 
| 7 
. 
f 
oe 
a) 
iY 
| ae, 
ib. 
es Ma 
a eae y 
| 1 j 
= vA 
Pe vats lLelfoS] B3) 
? Bet’ 
DL ‘tT. 1236. + 
oun Jones avers ection is 
« + VTS, 2.22 iS - oe JC t oa) } 
Pare nit 3 i 
- Ee y 
135 Mrchese Order a 171 att 
| rr 
7 i 
Le22-57 ane 
| ——s 2 . 
| é : ° + 
{ a wreuR TOR AGE a 
ae 
PE 73 wad 
7a} 
‘ ale 
A Se Pare ‘ : os. ieee = aaa oy he Lin i i a 2 Oe eae " a 
a foi. oe ; f eS ae ae Bee ‘Wie : ee B.." ¥ yk a em 
< ~ Se ees a : } = as 2 a oe a Bah: ae a “ wee) ea 


Seeman 


is filed in a tickler file by the date the 
record is to be returned and the other 
copy according to the organization to 
which the record is charged. 

When the folder is returned to stor- 
age, both copies of the “Request for 
Records” are destroyed. If the folder 
is not returned by the due date, a 
follow-up is made by the records cen- 
ter clerk either by a telephone call to 
the individual having the record or 
by use of the bottom portion of the 
“Request for Records.” We feel that 
it is very important to have a follow-up 
system because, without one, some 
records would never be returned, and 
we would soon lose control of our 
“charge-outs.” 

When extensive research into inac- 
tive records is required, they may be 


examined right at the center. Our 
personnel gladly give any assistance in 
finding and pulling records. As a mat- 
ter of fact, ordinarily we do not permit 
anyone but our own people to pull or 
re-file records. If we are to have re- 
sponsibility for their safekeeping, we 
must maintain complete control over 
them at all times. 

Once each month we pull the “Rec- 
ords Storage Transmittals” for records 
to be destroyed that month, destroy 
the records, and clear them from our 
index system. Spaces thus freed are 
reassigned immediately to incoming 
containers. 

Finally, consideration must be given 
to staffing a records center properly. In 
selecting individuals for positions it is 
extremely important to obtain people 


THE BIG 


in thin papers 
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who can be depended upon to main. 
tain good relationships with users of 
the center and who can keep to them. 
selves any private information which 
may come their way. Nothing will 
undermine confidence any faster than 
a “leak” of information from records 
in storage. A great deal of patience 
and perseverance is required of rec. 
ords center personnel since, in spite 
of great care, there are times when 
much searching for a particular docu. 
ment cannot be avoided. Cases will 
come up, too, when customers are 
pretty vague about the records they 
are looking for, and an_ intelligent 
understanding of the problem is im- 
portant in maintaining harmonious re- 
lationships. 

A small records center can be staffed 
on a part-time basis while a large one 
may require several people. In deter- 
mining personnel needs, a rough rule 
of thumb of one person per 4,000 to 
6,000 “actions” per year is a good 
starting point, an “action” being any 
of the following: 


(a) 1 cubic foot of records added 

(b) 1 cubic foot of records de- 
stroyed 

(c) 1 reference 

(d) 1 item interfiled with material 
already in storage. 


Statistics on these key activities 
should be kept because they measure 
the work being done and can give 4 
number of important clues on other 
aspects of records management. 

A well-operated records storage 
center can point up present or poten- 
tial trouble spots. For example, there 
normally should be about one refer- 
ence per year for each cubic foot of 
records in storage. If references are 
very much less, some items in storage 
probably should be in the bonfire. 
Maybe the records disposal schedules 
need a little reworking. If references 
are too high, the material being stored 
may be too active for storage. 

Again, if one experiences a great 
deal of “finding” difficulty, this could 
very well indicate trouble in active 
files, and perhaps the filing system is 
out of kilter. Much duplication of 
information and physical duplication 
of records in storage often betrays 
faulty paperwork procedures some- 
where along the line. 

Whether you already have a good 
program for managing your records of 
are just starting one, a basic ingredient 
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Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. @ New York 36, N. Y. 


is a well-run storage center. The 
result not only will be tangible dollar 
savings, but also many _ intangibles 
which can mean substantial savings in 
all records management areas. 


AMA— 
(From page 29) 

Through proper supervision—de- 
fined as the “effective direction of 
employees along organizational lines” 
—management can determine whether 
the structure really functions. Here 
again, it is vital to have the right kind 
of men filling key roles in the organ- 
ization structure. 

“To develop creative imagination in 
your associates, it is essential to create 
and maintain an atmosphere—a cli- 
mate, if you will—of sympathetic 
understanding that will give you a 
chance to put your ideas into effect. 
Creating this climate is the very 
essence of leadership, and no one who 
is not a leader can ever be a good 
executive,” he said. 

To be a real ieader a man must 
observe what Mr. Prentis termed “the 
three C’s of business management”: 


That’s the way she’s dressing ‘til they switch to Dixie Cups. 


“Little things”, like Dixie Cups at the water cooler, go a long way in 
building morale. Famous Dixie Cups cost no more than ordinary 
' brands. And even your employees know that... 


not all paper cups are DIXIEe CUPS... just the best ones! 
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“First, he will make as many prob. 
lems as possible a matter of Commoy 
Counsel. People will always cooperat 
and collaborate in carrying out a policy 
if they feel they have had a voice in 
making it. 

“The next C I like to refer to js 
Courteous Consideration [which im. 
plies] assurance that you will give each 
person your interest, your considera. 
tion and your encouragement, so that 
all will continue to try to think con. 
structively. 

“The next C is to Concede Credit, 
Nothing costs a man so little, and 
nothing can provide more pleasure 
and bring closer cooperation than to 
give the other fellow credit for some- 
thing he has done well.” 

Leadership implies emulation to 
some degree of those in authority, 
he said. “To properly lead people, a 
good executive must be ever mindfui 
of the fact he lives in a glass house— 
that others watch him, note the sub- 
tleties in his manner and approach, 
and through them take their own 
cues for action and behavior.... If 
hard work is what the executive 
expects, then he himself should be 
willing to put in the necessary extra 
hours. If he expects honesty and 
integrity, he should never compromise 
the truth to the slightest degree.” 


A new area in which management 
has a responsibility and opportunity 
for leadership, Mr. Prentis added, is 
employees’ use of their leisure time. 
With the advent of the shorter work 
week, approximately 25,000 companies 
have developed some type of em- 
ployee recreation program, and the 
annual budget for these is estimated to 
amount to more than a billion dollars. 

“The industrial recreation director 
today is an important member of the 
personnel department staff. Through 
the direction which he gives to em- 
ployee activities he is building 
employee attitudes which have a 
marked influence upon their prod- 
uctivity on the job. 

“I. have long held that all business 
is teaching—teaching people how to 
make goods is manufacturing; teach- 
ing others the benefits of a product is 
selling; teaching people the worthiness 
of a business is public relations. And 
teaching employees how to work 
together is management.” 

Paperwork problems, asserted Max- 
well S. McKnight in his speech “Inte- 
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grated Communications,’ require con- 
trol—“control over our prolific paper 
rabbit warrens”—as a first step toward 
solution. This control, however, is 
both an organizational and systems 
matter—in other words, an overall 
company problem. 

Mr. McKnight, who is_ records 
gdministrator for Standard-Vacuum 
Oil Co., drew upon his firm’s experi- 
ences in confronting paperwork prob- 
lems and, using slides, analyzed 
Stanvac’s approach to control. First 
Mr. McKnight was retained as records 
administrator, and a coding system, 
to classify each piece of paper intro- 
duced into the firm’s communications 
network, was created. Stanvac’s basic 
functions of operations were enlarged 
from five to nine, and conversion of 
these functions to a numeric code 
arrangement was undertaken. 


Basic functions subdivided 


Each function was divided into sub- 
classifications (primary subjects), each 
of which was given a code number. 
An example is Marketing (the func- 
tion), which embraces these depart- 
ments (the primary subjects), with 
appropriate code numbers: 5000— 
Marketing Policies and Programs; 
5100—Advertising; | 5200—Marketing 
Costs & Methods, et al. 

Secondary codes then were evolved 
to break down the functions of each 
of these departments. These are de- 
noted by the third digit in the code 
number, as, for example, in the 5100 
primary subject headed Advertising: 
5110o—Advertising Agencies; 5120— 
Advertising Data; etc. 

“The next step,” Mr. McKnight con- 
tinued, “is to determine a breakdown 
of the tertiary subject—for example, 
5130—Advertising Programs—when- 
ever this is warranted. We do this 
merely by asking what are the most 
important programs which are gener- 
ating enough paper to justify the as- 
signment of a code number. In the 
example given, we found there were 
nine main programs as follows: 

“5131—Customer Magazines; 5132 
—Direct Mail Advertising; 5133— 
Directories,” et al. 

“With our four-digit subject classi- 
fication numbers, we now have 
teached the point where we know 
what each piece of paper is about. 
There is another important question 
We must ask about each paper: “Who 
is concerned?’ This leads us to a fur- 
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ther coding by use of a two-digit num- 
ber which we prefix to the subject 
number. Each of our overseas offices 
is given a code number based on a 
pattern to reflect the regional organ- 
ization of our company’s overseas op- 
erations as follows: 

“o1-19—Used by overseas offices to 
identify subdivision offices; 20-2g—Far 
East Region; 30-49—Southeast Asia 
Region,” et al. 

“How does this work? Let me give 
you an example: Perhaps a cryptic 
cable arrives from our Yokohoma 
office ‘Negotiations Concluded 21- 
5112.’ Without a code number, how 
would our Cable Room personnel de- 
termine to whom the action should 
go on such a cable?. . . . Cable Room 
personnel can recognize immediately 
from the 5100 that action should be 
assigned to the Advertising Depart- 
ment. Advertising Department person- 
nel who become thoroughly conversant 
with code numbers covering their func- 
tions will see by a glance at the 21-5112 
code that the Yokohama office has 
concluded the agreement with the ad- 
vertising agency in Japan which they 
were actively working on at the time.” 

(To next page) 
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These control sheets give an accurate, readily 
accessible, and economical record of em- 
ployee’s annual vacation, sick leave, paid 
holidays, and other records requiring tabula- 
tion by calendar days. Over 150,000 sold this 
year. 


1958 VACATION AND SICK LEAVE CALEN- 
DAR SHEETS 


4 ¥ wer asaenn Prd 300 sheets ..... $12.00 

sheets ...... r 

wi deae $5.00 400 sheets ..... $14.00 

200 sheets _..... $9.00 500 sheets ..... $15.00 

Additional sheets over and above 500... 
IYac each 


Minimum order 25 sheets—F.O.B. 
Columbia, Missouri 


Postage Prepaid if check or money order 
accompanies order. 


AMERICAN PRESS 


200C South Seventh, Columbia, Mo. 


Lower the boom 


on postage waste! 


If the mail scale in your office isn’t dependably 
accurate, it will pad your annual postage expense, 
making you pay 6c for a 3c mailing— 

Or, it underweighs a 6c mailing, and makes the 
recipient shell out 3c in “postage due.” Too much 
of that could make customers start hating you. 
Bad business! 

Check your scale. If it’s a liar, junk it. Get a 
Pitney-Bowes scale and be forever safe... For 
instance, there’s the new, low-cost model “4900” 


PPPILPI OG Foo 


pwr 


that weighs accurately for Ist or 3rd class mail, 
from | oz. to | Ib. Instantly computes exact postage 
ham, Needed. Saves mailing time as well as postage. 


Five other PB scales are 
available. They include a 
parcel post model that 
weighs up to 70 lbs. Ask the 
nearest PB office to show 
you. Or write for our free 
illustrated booklet. 


a= PITNEY-BOWES 


desk or wall chart of Postal Mailing Scales 


Free: Ask for handy 


Rates, with parcel post 
map and zone finder. 


wae PrTNeY-Bowes, INC., 2993 Walnut St., Stamford, Conn. 
Made by the originator of the postage meter . . . offices in 


107 cities in U.S. and Canada 
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When workers know what their job is, what they are to do, production is higher, morale better . .. 


Following development of a code 
system, he said, the originators of com- 
munications must be trained to classify 
their communications in a consistent 
pattern. At this point, a company is 
ready, after a study of its own personal 
requirements, to enjoy the benefits of 
what Mr. McKnight termed an “inte- 
grated communications” system. 


° 
ications 


Evaluating 


C. L. Hutchinson, communications 
engineer at E. I. du Pont de Nemours 
& Co., offered further advice in com- 
munications management by stating 
that the present-day approach “is no 
less concerned with costs [than for- 
merly], but the emphasis is on mini- 
mizing company costs, rather than re- 
ducing direct communications costs.” 
He continued: 


“To exploit communications to the 
best advantage of the company, it is 
essential that there be (1) means for 
evaluating performance; (2) quality 
standards against which performance 
can be compared; and (3) effective, 
not just restrictive, controls.” 

The increasing complexity of com- 
munications systems, he said, demands 
a “higher-type” operating personnel. 
Increased mechanization requires few- 
er operating personnel for a given traf- 
fic volume, but greater skill is required 
on the part of these operators.” 

Mr. Hutchinson then supplied ex- 
amples from his own firm’s successful 
launching of a stepped-up communica- 
tions system, indicating the speed and 
accuracy which have been gained by 
du Pont management. And, he said, 
the selection of equipment and the 
evaluation of performance need not be 
a matter of guesswork, since there exist 
simple and accurate measures of per- 
formance for every major communica- 
tions operation. 

One reason that too often the results 
originally desired by a company are 
only partly realized, said Virgil K. 
Rowland in a Wednesday morning 
speech, is that frequently very little 
consideration is given to the anxieties 
and apprehensions concerning all 
necessary changes which should be 
planned and directed by top manage- 
ment and discussed with each subor- 
dinate level down the line. 

“New policies, new programs, new 
processes, new practices and procedures 


are usually well understood by the 
group which makes the studies, com- 
parisons and recommendations for 
them. Often they are not understood 
by other members of management and 
employees.” 


Benefits of good communication 


When workers know what their job 
is and what they are expected to do, 
production is higher, morale is better, 
and economies and profits are in- 
creased. Thus, he contended, an or- 
ganization must be prepared for 
change. Management statements that 
a change in operations is anticipated, 
followed by a fact-sheet outlining 
studies to date distributed to all super- 
visors, aids supervisors gain better un- 
derstanding of the change and a recep- 
tiveness to discuss it later with their 
subordinates. A series of special meet- 
ings between top management and 
supervisors also is invaluable in pro- 
viding background information con- 
cerning a proposed new system. 
Supervisors are then enabled to 
hold, in turn, profitable employee 
meetings, at which time any contra- 
dictory “grapevine” information can 
be corrected or amplified. 

“Whether business likes it or not,” 
Mr. Rowland, assistant to the chief 
accounting officer, The Detroit Edison 
Co., concluded, “changes are here to 
stay. Change is very certain! It is 
continuous, inevitable and difficult, 
but it need not be the cause of impos- 
sible situations. With proper planning, 
all changes can be effectively worked 
out. Some of the advantages to be 
found are that it helps to better accom- 
plish completion and acceptance of 
change, it brings to light talents and 
knowledge of individual employees 
not otherwise utilized, and it encour- 
ages employee morale stability, accept- 
ance and enthusiasm.” 

J. M. Patterson, manager of the 
General Services Department, Stand- 
ard-Vacuum Oil Co., reported on his 
firm’s remote dictation-transcription 
equipment which makes possible dicta- 
tion by anyone, anywhere in the office 
building, of a letter or memo at any 
time of day or night or on weekends. 

“In our new headquarters building, 
there are 234 remote dictation instru- 
ments installed throughout, serving 
315 dictators, some of whom, of 
course, dictate more frequently than 


others. These instruments permit the 
dictator to make desired corrections 
and to play back as much of his dicta- 
tion as he may desire to hear repeated, 
Each dictation instrument feeds 
through a relay system to any one of 
four recorders in a central battery of 
28 recorders. These recorders record 
on plastic disks, each good for 15 min- 
utes’ dictation.” 

The battery of recorders is con- 
trolled by a console, which indicates 
by light signals to the operator just 
what is entering each recorder, when 
disks require changing, and other per- 
tinent data. The operator can monitor 
the dictation for quality, audibility, et 
al, and can cut in and talk to the 
dictator. Likewise, the dictator can 
talk to the operator to give special in- 
structions, if desired. 

The system can be left in opera- 
tion, unattended, after office hours, 
or on weekends, Mr. Patterson con- 
tinued, when each dictating instru- 
ment is good for one hour’s dictation. 
For more than one hour of dictation 
at these times, an individual desk 
model recorder and extra disks are 
available. 

“The records are fed to a group of 
28 transcripticnists. These girls han- 
dle either recorded dictation or long- 
hand or typed drafts sent to the Tran- 
scription Center through the pneu- 
matic tube... . An attempt is made 
to specialize groups of girls on specific 
groups of dictators. 

“In other words, work from cer- 
tain technical departments is always 
fed to the same group of transcription- 
ists with the objective of familiarizing 
them with those departments’ technical 
terms.” 

Remote dictation, he continued, has 
reduced secretarial and typing staff 
members in the headquarters from 172 
in 1955 to 124 at present. (The 
speaker proceeded to describe in detail 
other new systems now in operation 
at Stanvac headquarters in White 
Plains, N. Y., many of which have 
been recounted previously in the No- 
vember 1956 issue of this magazine 
and in the 1957 Yearbook Issue.) 

In addition to the speakers, the con- 
ference featured two panel discussions, 
one each on one company’s approach 
to personnel problems and the automa- 
tion of source data. 
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Computer with magnetic drum “memory” 


“AUTOMATIO 


IN THE OFFICE | 


and new time punch machine developed by IBM 


TWO NEW PRODUCTS — a com- 
puter and a time punch — have been 
introduced by International Business 
Machines Corp., specifically to reduce 
paperwork drudgery “for everybody 
from clerk to engineer.” 

One, the IBM 610 Auto-Point Com- 
puter, is a desk-side electronic com- 
puter about the size of a spinet piano, 
capable of handling problems ranging 
from insurance premium computation 
to jet aircraft design. Features of the 
new computer include automatic posi- 
tioning of the decimal point and sim- 
plicity of operation. It will lease for 
$1,150 a month, or may be purchased 
for $55,000, IBM reports. 

The IBM 8200 Time Punch will 
punch employee payroll and job cost 
data on IBM cards at the source of 
these operations, thereby permitting 
automatic accounting. Purchase price 
of the machine is $1,250. 

Both the 610 and 8200 were devel- 
oped by the company’s Time Equip- 
ment Division. The former is a high- 
speed general purpose computer em- 
bodying many features, including a 


i = Hoes mes 
New IBM 610 Auto-Point Computer 


et 


magnetic drum “memory,” normally 
found only in giant electronic data 
Processing systems. It is completely 
self-contained, from initial program- 
ming to final output on punched tape 
or an IBM high-speed electric type- 
writer. The computer requires no air 
conditioning. 

It may be used additionally, IBM 
continues, to debug operations of a 
large machine. Its weight is approx- 
imately 1/60th as much as a typical 
large-scale electronic computer. Of 
particular significance to the operator, 
according to IBM, is the 610’s ability 
to accept sentence-type instructions 
composed of any number of individual 
commands, and once it has been given 
a program, or set of instructions, the 
program may be used repeatedly. 

The Auto-Point is capable of 214 
additions or subtractions, and 52 divi- 
sions or multiplications a minute. Ad- 
ditional features enable the operator to 
intervene manually on the IBM electric 
typewriter keyboard as results are 
printed out; in this way, he can type 
in headings and other identifying data 


is the size of a spinet piano, yet can 


solve problems ranging from insurance computations to aircraft design 
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so that a complete, intelligible docu- 
ment is produced. A visual display 
unit (similar to a miniature TV 
screen) shows the operator any num- 
ber stored in the machine, and it em- 
ploys special electronic circuitry to 
check itself against operating errors. 

The computer receives its name 
from its ability to provide automatic 
decimal point control. To achieve this, 
the operator only need throw a toggle 
switch to assure that the decimal point 
is positioned correctly throughout all 
computations and in final results. 

The 8200 Time Punch, IBM relates, 
will save a time clerk an estimated 
10 hours a weck or more in processing 
attendance cards for 1200 employees. 
It will be available in two basic types. 
The Time Punch, as used in attend- 
ance time applications, will produce 
IBM punched card records of IN and 
OUT registrations of employees, iden- 
tifying the day of the week, hour and 
hundredths of hours, in addition to an 
“on-time” designation. Another model, 
the Time-Data Punch, for job cost ap- 
plications, will punch START and 
STOP times, and in addition such 
variable data as employee serial num- 
ber and job number. 

Operation of the 8200 is handled in 
this manner: As each card is inserted 
into the card receiver, it is moved auto- 
matically to the punching location, 
punched, and delivered ready for data 
processing to the card stacker at the 
base of the recorder. The stacker has 
a capacity of 250 cards. 

A key-operated time suppression de- 
vice is an optional feature of the 8200. 
This device makes it possible to punch 
certain positions in the card while 
suppressing the punching of time. 
Thus, when a Time-Data Punch is 
equipped with this device, variable 
data may be inserted in cards without 
punching time. 

The 8200 will operate as an indi- 
vidual AC “plug-in” unit or as part 
of an existing IBM time system. 
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wantedness 


of a publication is especially important 
in the BIG OFFICE MARKET because 
Management executives concerned with 
office administration are hidden behind 
81 different titles! 


wantedness 


has enabled OFFICE MANAGEMENT 
to “select” the concentrated audience of 
executives, regardless of title, who con- 
trol this market—with a vital editorial 
service they WANT enough to PAY for. 


is your ONLY assurance of reaching the 
interested buyers of your product in the 
BIG OFFICE MARKET. Because 
OFFICE MANAGEMENT enjoys 
greatest “wantedness” in this field, it has 
achieved the. . 


LARGEST 


CIRCULATION 


OFFICE FIELD 


PAID 


BY FAR...IN THE 


MAY, 1957 26,000 
SEPT., 1957 > 27,000* 


and guaranteed 


28s,000 


NET PAID 


AS OF JANUARY 1, 1958 
representing bstantial circulat 
bonus for the first six months of 1958. 


Office | 
Management 


is geared to 
the needs 
of management 
executives con- 
cerned with 
office adminis- 
tration. 


Management 
The Magazine for Management Executives 
7 Geyer-McAllister Publications 

212 Fifth Avenue, New York 10, N.Y. 
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Wage-Hour— 
(From page 27) 


2. A symbol placed before each 
name on payroll indicating that 
officer worker is a learner, ap- 
prentice, messenger, or handi. 
capped worker employed under 
a Special Certificate. 


Do you have an alternative, imme- 
diate source of information as to 
wages and hours of your employees 
that will meet official approval? Could 
you back up your claims with your 
business records? Once your office has 
a system of keeping accurate and com- 
plete payroll records, check up on it 
regularly. In so doing you can prove 
your compliance and reduce much ot 
your clerical workload. Effective ac- 
counting recordkeeping helps the 
office administrator predict personnel 
costs more accurately and discover new 
opportunities for cost reduction. 


Paperwork controls— 


(From page 33) 


of punched cost cards containing labor 
and material cost information. Labor 
and material extensions are calculated 
and a  “monthly-cost-of-goods-sold” 
report is prepared for the accounting 
department. The sale cards are then 
broken down for other reports which 


are used by the accounting department 
for cost-analysis purposes. 

A further use of these cards is made 
by reproducing for preparation of sales 
statistical reports. The following sales 
reports are issued: Sales Amounts by 
Day, Product Class, Re-negotiation 
Sales Recaps, and Sales District Recaps, 

An equally important use of the 
tape data processing operation is in 
inventory control. The selective by- 
product tape received on the Teletype 
Tape Perforator in the parts depart 
ment is processed on the IBM 046 to 
create disbursement transaction cards 
which are forwarded to the tabulating 
department. There, these cards, along 
with the various other types of trans. 
action cards, are run across the inven- 
tory balance file to update it. Calcula- 
tions are made and such reports as 
part-shortages, re-order list, expediting- 
list, etc., are prepared for production 
control. 


Reports— 


(From page 34) 


ficulty. The plan will seem to take 
shape in their minds as they carry 
out their preliminary research even 
before they have given a thought to 
the writing of the report itself. But 
most men require the assistance of a 
somewhat more formalized method. 
The suggested procedure that follows 
can be put to use as a working tool 
to assist such men in their report writ- 


ACOUSTICAL CABINETS 


FOR ALL NOISY 
OFFICE MACHINES 


Users think a lot of ACOUSTINETS! 


The famous air conditioning firm—Trane Company of La Crosse, Wis- 


consin—purchased Acoustinets . . . and 


they ordered 8 more. 
You, too, can enjoy increased 


after one week's experience, 


roductivity—happier and healthier per- 


sonnel—by using Acoustinets. Try them... 


© 1957 


—_—_ 


436 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


_— Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 
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ing; and although it may seem over- 
simplified, its use will help produce a 
well-planned, cohesive, and under- 
sandable report. 

It should first be pointed out here 
that there are two bad habits report 
writers seem to get into even when 
they recognize the need for planning. 
The first is the habit of deciding upoa 
a framework for the report before 
reviewing the material, and then fore- 
ing the material to fit within that 
framework. The second is the habit 
of selecting an organizational pattern 
from some apparently similar previous 
report and attempting to adapt it to 
the present job. Either of these prac- 
tices will result in a contrived pattern. 
The subject matter of each particular 
job and the available material should 
determine the framework to be used. 

The first element of the suggested 
procedure for planning report organi- 
zation is a brief one-sentence state- 
ment setting forth the purpose and 
scope of the report. By keeping this 
statement always at hand, the author 
will be constantly reminded of his ob- 
jectives as he assembles his material 
and prepares his report plan. Next, 
the author should make a complete re- 


High Speed ADDRESSING 
from PUNCHED CARDS 


Publishers, direct mailers, associations, ad- 
dress directly from Scriptomatic card 
masters (IBM, Remington-Rand, Samas, 
etc.) to tape, wrappers, envelopes, book- 
lets . . . from one machine . . . with these 
advantages: 

1 Low cost card masters 

2 Automatic in-filing and extraction 

3 Mechanized statistical audit: 


Write for File “Scriptomatic Methods.” 


SCRIPTOMATIC, Inc. 
316 North lth Street, Phila. 7, Pa. 
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view of all notes, excerpts, data, etc. 
that he has gathered together during 
the study, jotting down on small cards 
each major or minor subject dealt 
with by this material. These cards 
containing subject titles should then 
be checked against the one-sentence 
statement previously referred to with 
a view to eliminating any material not 
relevant to the objectives of the job, 
and to help determine where more 
material may be needed. 

The cards should next be sorted to 
place into main groupings all related 
subjects. In this process duplications 
of material will be revealed, and the 
principal divisions of the final organi- 
zation pattern will come into view. 

A decision must now be made as 
to how to arrange those principal divi- 
sions. The sequence decided upon may 
be deductive, where one subject leads 
to another, or the various subjects may 
be presented without relationship to 
one another but all leading to one 
conclusion. The actual final arrange- 
ment must of course depend on the 
character of the particular material. 

Following this step in the proce- 
dure, the material within each major 
division must be arranged into sub- 
divisions of descending significance. 
This is one point in particular where 
the use of cards simplifies arranging 
and rearranging subjects to arrive at 
the most appropriate pattern. 

Before adopting any one complete 
arrangement as final, the author would 
do well to consider whether the pattera 
he has chosen will be the most effec- 
tive in achieving the desired objectives, 
for it is most unlikely that there would 
be more than one arrangement to do 
an equally acceptable job. But once a 
framework has been finally decided 
upon, the writing of the report should 
be carried out strictly in accordance 
with this outline. 

Of course some report authors will 
feel that most of this time spent on 
planning is wasted, or at least could 
be more profitably spent on the writ- 
ing of the report itself. But the fact 
is that such concern with planning 
will many times result in a gain 
rather than a loss, for if errors in 
approach can be discovered while the 
framework is being developed, the 
time and expense often devoted to 
revising the more hastily written re- 
port can be avoided. The finished job 
will be a better job, and it will be 
more useful to the reader for whom it 
is intended. 


NOW! Save hours 
of drudgery 
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with new 
CURVE-LINE TAPES 


A boon to chart and graph makers, 
engineers, draftsmen, layout men, 
methods men . . . anyone who has 
occasion to “draw” broken, dotted 
or solid lines . . . these new 1/16” 
and 1/32” Chart-Pak Curve-Line 
Tapes can save hours of drudgery. 


a a a a a Oe eS 
(1/16” Curve-Line) 


Precision printed, precision slit, pres- 
sure-sensitive, Curve-Line Tapes are 
easily applied either freehand or 
with the new Chart-Pak “Tape-Pen” 
(shown above) — make straight lines, 
curves, angles, smoothly and accu- 
rately. Correct instantly simply by 
removing and replacing tapes. The 
charts can then be reproduced by 
any standard method. 


(1/32” Curve-Line) 


Available in 8 styles, 14 colors, 
Curve-Line is the newest addition to 
the Chart-Pak Line of pressure- 
sensitive tapes — which incorporates 
hundreds of patterns and combina- 
tions. Templates for plant and office 
equipment layout, Pictograph, flow- 
chart and other symbols, point-sized 
newspaper borders, and plastic 
workboards also available. 


© Facilities for special printing, precision 
slitting, of special patterns, templates 
and symbols to your order. 


For Full 

Information distributor meerest you, 

ounts , 3 S 
TCHART-PAK, INC. 


i 11-32 River Road, Leeds, Mass. 
" Please send information about Chart-Pak. 
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SPEEDS 
POSTING 


SPEEDS 
COLLATING 


SPEEDS 
COUNTING 


Once you TRY e 
SORTKWIK 


you'll never be without it! 
aa 


— _ 

The INVISIBLE Fingertip Magic for 
SORTING, COUNTING, FILING 
UP TO 3 TIMES FASTER! 


Our repeat orders from banks, 
insurance companies, department 
stores and general offices are posi- 
tive proof that SORTKWIK does the 
job of moving paper faster, cutting 
clerical costs. 
EASY TO USE! Just rub SORTKWIK 
between thumb and forefinger un- 
til dry. Then see how easy it is to 
pick up papers. Long lasting 
supply... ONLY 50¢ 
At your stationer or send $1.00 for 
TRIAL OFFER of two regular size containers 


LEE PRODUCTS COMPANY 
Dept. OM- 12, 2736 Lyndale Aye. Se., Minneapolis, Minn. 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 


COSTLY RE-DRAFTING OF 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A wrist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


——_ — —-. 
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ELECTRO-MOTIVE DIVISION 


+ Sizes to Fit Any Organization Structure 
¢ Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

¢ Invaluable as a Visual Training Ald 

¢ All Parts Are Movable and Re-usable 
© Solves Your Chart Problem Forever 


Write for Free Illustrated Folder 
with Price Schedule No. OM-12. 


> MANAGEMENT CONTROL CHARTS CO. 


5731 N. WELLS ST. CHICAGO 14, ILL. 


SPA— 


(From page 36) 


Another Monday speaker was Nor- 
man J. Ream, director of systems plan- 
ning at Lockheed Aircraft Corp., Bur- 
bank, Calif., who stated that the pro- 
fessional systems man has two key 
objectives that have created his posi- 
tion in the management structure. 
These are improved management in- 
telligence and increased productivity. 
The first objective, he said, requires 
development of that information 
which is essential to the proper con- 
duct of the business, while the second 
stems from more extensive use of auto- 
mation and, just as important, more 
effective use of people. 

Claiming that systems men can con- 
tribute greatly in meeting the chal- 
lenges which American business will 
face in future years, Mr. Ream stressed 
that it is necessary to meet these chal- 
lenges boldly and intelligently. 

“One of our deterrents in trying to 
get our profession off the ground and 
attempting to gain stature in high 
management circles has been our con- 
tinuing to operate as ‘firemen.’ In the 
past, and presently, too, many profes- 
sional systems people are thinking of 
how to put out fires, rather than try- 
ing to develop techniques for prevent- 
ing them in the first place. 

“As a profession, we are at the cross- 
roads. We will either grow in stature 
or diminish until we really are ‘brush 
fire putter-outers.’” 

A creative imagination — and an 
ability to use it — is one of the prime 
requisites of a member of the systems 
profession. But, he warned, systems 
enthusiasts should not waste time 
working on problems that do not rep- 
resent the best way to achieve an ulti- 
mate goal. 

He defined the three broad cate- 
gories of management with which the 
systems man, urging constant planned 
improvement, is faced: (1) Those who 
have little or no interest in improved 
administrative systems; (2) those who 
have been absorbing too many “blue- 
sky” articles and seminars on antici- 
pated accomplishments of electronics, 
and desire to move too fast on an 
unrealistic basis, and (3) those fully 
cognizant of the need for improve- 
ment, who desire a planned systems 
improvement program. 

The preponderance of businesses, he 
said, falls in the latter category. 
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“The introduction of a program for 
planned improvement of administra. 
tive systems will not be drastic enough 
during the initial phases to caus 
large-scale repercussions by much of 
line management. However, as we 
proceed to apply scientific manage. 
ment techniques to our systems of 
planning and control, we must recog. 
nize that the changes will be drastic 
enough to create problems which only 
careful preparation will minimize. 

“Tt is not essential that management 
understand the complexity of compu. 
ters and other equipment in great de. 
tail, for this is not the central prob 
lem. . . . The difficult problem is to 
determine how business routines 
should be conducted to meet true plan- 
ning and control requirements.” 

Unfortunately, he said, there has 
been too great an attempt to over- 
dramatize the effect of systems plan- 
ning on the company as a whole. A 
realistic approach will reveal that the 
ultimate benefits desired can only be 
derived from a series of well-planned, 
well-organized changes, none of which 
individually is of the magnitude to be 
dramatized, but which collectively can 
and will contribute to overall profit 
improvement. 

In examining the development of 
data processing techniques from the 
standpoint of management, Mr. Ream 
continued, three major activities re- 
peatedly appear: Data origination, 
data processing and data usage (or 
data requirements). The latter, he said 
is the area which must be attacked 
first. 

“The determination of data usage 
. .. is the responsibility that manage- 
ment must face up to. Unless this 
area is properly defined and answered 
correctly in terms of up-dated possi- 
bilities, the data origination and data 
processing activities will prove to be 
ineffective in producing the desired 
results. For in the end, we want the 
data which are to be gathered, sum- 
marized and presented to management 
to be effective; and it is not sufficient 
that data be handled for the least cost 
possible, that is, most economically, 
if they are made to serve non-construc 
tive ends.” 

One question to solve in connection 
with systems improvement, the speak- 
er asserted, is, Where in the manage 
ment structure should the group with 
the responsibilities for the planning 
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and integration of improvements be 
located ? 

“I personally believe that to have a 
systems organization in other than a 
staff capacity — i. e., advisory and con- 
sulting — would keep line manage- 
ment from fulfilling its basic responsi- 
bilities, both for its own development 
and for that of its subordinates. . . . 
No one is in a better position to know 
the systems, procedures and methods 
problems within a given activity 
than those members of management 
charged with that operating responsi- 
bility. . . . The systems staff is the 
major factor in supplying the guid- 
ance and in the contribution of nec- 
essary information, and frees line man- 
agement so that it can devote more 
time to operating problems.” 

The administrative systems problem 
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primarily concerned with the proc- 
essing and flow of information, accord- 
ing to Mr. Ream, has three basic parts 
which must be attacked in their order: 
Formulation of the problem (“what 
inputs and outputs are required”); 
logical design (“set up the internal 
relationships and describe the detailed 
information flow so given inputs will 
produce required outputs”); and de- 
tailed systems design (“concerned with 
the techniques and the tools of the 
system”). 


Overall diagnosis first step 


Proper formulation of the problem 
is the most difficult area to attack, he 
said, but until this is achieved, little 
return can be expected in attempting 
to attack small pieces of the existing 
system. In other words, “we, as sys- 
tems men, have got to first diagnose 
what is wrong with our patient and 
then prescribe and administer the 
‘medicine’ that will improve our com- 
pany’s well-being.” 

Among Tuesday’s General Session 
speakers was Richard C. Link, super- 
visor of tabulating, General Petroleum 
Corp., Los Angeles, who, while stres- 
sing the importance of compatible 
working relationships between a tabu- 
lating and methods and research de- 
partment, said a mutual respect be- 
tween the two departments is the first 
prerequisite in developing punched 
card applications which allow stream- 
lined economical operations to exist in 
a company. This “right relationship” 
is a definite area which should be con- 
trolled before proper savings in ac- 
counting costs may be realized in 
punched card applications. 

A second area which must be con- 
trolled, Mr. Link continued in his 
speech “Use and Misuse of Punched 
Card Methods,” is the proper organiza- 
tion and management of the punched 
card installation. And, since more and 
more large punched card installations 
are using permanently-wired control 
panels, complete and currently-main- 
tained wiring diagrams of these panels 
for major machines are also highly 
important. 

“The ability to develop procedures 
and wire intricate control panels from 
scratch requires a highly-trained per- 
son. A considerable technical skill, 
coupled with systems ability, is re- 
quired to be able to start with raw 
source data, do processing on the vari- 
ous types of equipment, and come out 


with a finished product, which in 
many cases is used as a medium for 
direct advice to a customer, employee, 
vendor, governmental agency or other 
users outside of the corporation.” 

Stating that it is the duty of the 
tabulating analyst to review and main- 
tain a current picture of all job proce- 
dures which are used in producing 
punched card reports, Mr. Link pointed 
out that “the best thought out, and 
most economical procedures are only 
as good as the operational people care 
to make them. 

“Each of the tabulating jobs should 
be scheduled through the department 
and all of the necessary operations to 
perform each job should also be sched- 
uled. Procedures and methods should 
be under constant study to find more 
streamlined and economical ways of 
getting the same or better results. . . . 
The tabulating results must satisfy the 
customer, which in the case of a 
punched card department, is the man- 
agement of the company.” 

The greatest value of tabulating also 
appears in its by-products, Mr. Link 
continued. The machine accountants 
can work not only with the accounting 
department, but with all other depart- 
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ments to find out what infcrmation 
they need and will use. Thus: 

“If proper contact is maintained 
with other departments, and effort 
made to understand the actual use of 
tabulated data for reports, it might be 
possible to eliminate the preparation 
of many reports. 

“But it should be understood that 
punched card accounting is not a 
cure-all, and is not in all cases the most 
economical manner of producing de- 
sired results. Volume of cards, or ac- 
counting entries as a punched card 
may be designated, is one of the first 
factors that is looked for in determin- 
ing the feasibility of a tabulating ap- 
plication. Another important factor is 
the possibility of the re-use of one set 
of cards for many different reports. 
Once the source information has been 
transferred into punched cards, we 
have in fact a set of individual ac- 
counting entries which may be proc- 
essed by machinery to produce reports 
satisfying many different requirements. 

“In a discussion of the how, when 
and where punched cards can cut 
costs there are basically five main 
categories which we can explore: 

“One-time requests, addition of new 


data to information already punched 
in cards, revision of existing proce- 
dures, additional reports prepared 
solely from information which is al- 
ready in cards, and development of 
new major punched card applications 
during conversion from manual op- 
erations.” 

Mr. Link then reported on annual 
savings in time and expense which his 
company has realized from applica- 
tions in each of these categories. 
Hours saved, in a few examples, passed 
the 1000 mark, and savings in expendi- 
tures in one instance totaled almost 
$7,500. 

“Use of punched card accounting 
can do much to aid in development 
of faster information by the very na- 
ture of the mechanical processes which 
are involved,” he said. “In this age of 
high speeds in airplanes, automobiles 
and living, even bookkeeping must 
have its acceleration. There is con- 
stant pressure in our corporation to 
continually accelerate the schedule, 
move this closing or this report ahead 
a day or two.” But, he warned, “In a 
punched card installation it is neces- 
sary that constant thought and _plan- 
ning be maintained, so that adequate 


steps will be taken to make certain 
future requirements of the company 
for machine processing may be han- 
dled as they are requested. This, of 
course, means machine needs must be 
anticipated at least 18 or 20 months 
in the future, as delivery of most of 
the equipment is on this schedule. One 
of the methods to be used is develop- 
ment of departmental statistics on the 
productivity of the various pieces of 
tabulating equipment.” 

In addition to the General Session 
speakers, the 1957 ISM embraced a 
variety of seminars, covering specific 
systems areas and industry groups, 
programmed to provide an interchange 
of ideas within each industry through 
actual case histories, as well as a num- 
ber of special sessions. Victor H. 
Roman, Standard Oil Company of 
California systems executive and form- 
er national director of the Association, 
was awarded the Systems Man of the 
Year Award by F. Walton Wanner. 
national president. 

Attending were 1049 systems execu- 
tives and engineers, accountants, con- 
trollers, industrial engineers and office 
managers from the United States and 
26 foreign countries. 
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IDP Applications 

Friden Calculating Machine 
Co., Inc., San Leandro, Calif. 
Friden IDP Products in Action, a 
new booklet covering integrated 
data processing applications in- 


volving the Friden Flexowriter _ 

. a = PROODVCTS 
automatic writing machine and eR 
many other tape-operated ma- 
chines. (1) 

8 Postage Meter Machines 

QUESTIONS 


TO ASK VOURSELF 


Pitney-Bowes, Inc., Walnut & 
Pacific Sts., Stamford, Conn, 
Brochure, 8 Questions to Ask 
Yourself About Your Use of the 
U. S. Mails, illustrating the firm’s 
lines of inserting and mailing 
equipment. (2) 

» 


XeroX Copying Equipment 

The Haloid Co., Rochester 3, 
N. Y. Eight-page, two-color bro- 
chure describing XeroX copying 
equipment, with illustrations ex- 
plaining the xerographic copying 
process and the uses of each unit 
of equipment. (3) 


Photocopy, Microfilm Equipment 
Photostat Corp., P. O. Box 
1970, Rochester 3, N. Y. Folder 
describing varied equipment for 
use in copying and preserving 
records cn both paper and film. 
(4) 


Inserting, Mailing Machine 
Inserting and Mailing Co., 
Phillipsburg, N. J. New 8-page 
brochure, A New Mechanized 
Mail Processing Concept for 
Modern Business, describing ap- 
plications of the firm’s new 2- 
Station Phillipsburg inserting 
machine. (5) 


For further information, use Reader Inquiry Card on 
page 88. 
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CLASSIFIED ADVERTISING 
Rates are 20c a word. Minimum charge $4.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or to Buy 


FOR SALE: ADDRESSOGRAPH MODEL F72, serial num- 
ber F2E-REC-424 with drawers and frames. Roesch-Zeller 
Inc., 505 North MacArthur Blvd., Springfield, Ill. 


FOR SALE IN GOOD working condition-Kimball 75 Tag 
Marker $700. Remington Rand Model 2 integrated chain- 
store Punch Card system (keypunch, sorter, interpreter, tabu- 
lator) 2500. OM 280. 


WANTED TO BUY (and for sale) NCR 31, 32, and 2,000 
class models, NCR Cash Registers, Underwood Model E, 
Burroughs Sensimatics and Class 7 Multiplying Models, Graph- 
typers, Addressographs, Calculators. Send complete descrip- 
tion and best cash price. Al Steen, 324 No. Vermont, Los 
Angeles 4, Calif. 


WANTED ALL TYPE OFFICE Machines, Filing Equipment, 
Office Furniture, Kardex, Acme Post Index. Will exceed a 
manufacturers’ trade-in allowance. Write. Wire. National 
Office Equipment Co., 429 Broome St., New York, N. Y. 


OFFICE MACHINE SALES & Service, Miami, Fla. Gross 
$50,000! A-1 equipment. Also brokers contr. print. Top ac- 
counts! $27,500. Dept. #8499, Business Mart of America, 6425 
Hollywood, Los Angeles 28, Calif. 


BUSINESS SERVICE CALIFORNIA. Steno. & Trans. Es- 
tablished accounts. Growing opportunity. Court house loca- 
tion. Good parking. Dept. #B24467 Business Mart of America, 
6425 Hollywood, Los Angeles 28, Calif. 


WILL BUY AND SELL—AIll makes calculators, adding ma- 
chines, bookkeeping machines and other office machinery. Give 
us full specifications and serial numbers—model number if 
possible. We’ll quote highest prices. International Office Appli- 
ances Inc., 326 Broadway, New York. 


HIGHEST PRICES PAID for used Bookkeeping Machines, all 
makes, Burroughs, Sensimatics, N.C.R. 3000, 3100, Rems, E. 
Fisher, Underwood, Brandt Coin Machines. Advise full model 
and serial numbers for our quotations. L. A. Pearl Co., 140 
W. 42nd St., New York 36, N. Y. 


WANTED TO BUY: Late model Elliott-Fisher bookkeeping 
and billing machines. Must be over 300,000 serial number. 
A - T Office Machine Co., 605 W. Washington St., Chicago 6, 


ELLIOTT-FISHER and Sundstrand Machines. Comptometers, 
Burroughs, Friden, Marchant, Monroe Calculators, Electro- 
matic Typewriters, Adding Machines and all office machines 
bought, sold, rented, rebuilt. Tetter-Warsh, 849 No. 3rd St., 
Milwaukee 8, Wis. 


WANTED—SUNDSTRAND and Burroughs Bookkeepers, also 
Remington, National machines. Indicate details, model, serial. 
Gibian Business Machines, 128 Lafayette Street, N. Y. 13, N. Y. 


ELLIOTT-FISHER MACHINES, Calculating machines, add- 
ing machines—all office equipment bought and sold. W. J. 
Crowley Company, 906-908 No. Water St., Milwaukee 2, Wis. 


Business Opportunities 


ELECTRONICS, LEARN HOW to program Business prob- 
lems such as Payroll, Accounts Receivable and Inventory 
Control for electronic computers. Send for Free information 
describing our Home Study Course “Programming for Business 
Computers”. Business Electronics Inc., Educational Section, 
420 Market Street, San Francisco 11, California. 
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SAVE on INCOME TAX 
—use BEACH Expense Books 


You can safely deduct all busi- 
ness travel expenses when you 

use BEACH'S. Items are easily 
entered as incurred, and you 
have uniform permanent records 
to back a claim . . . Used by 
MORE firms, more salesmen, 
than any other kind. 


At your stationers; or write 


BEACH PUBLISHING CO. 
19829 W. McNichols Rd. 
Detroit 19, Mich. 


R CO., INC. 


o ELBE FILE & 
' eeee | RIVER 
LINE NYC. 411-FOURTH AVE. 


ar PRODUCTS 
ONE OF AMERICA’S LARGEST MANUFACTURERS OF LOOSELE 


DEPT. OM-X 


| Jhlhas VERV-A-SORT 


for SORTING SPEED and ACCURACY 


Finest sorter on the market — 
sure to increase sorting effici- 
ency and production regardless 
of present sorting methods. 
Compact, sturdy and flexible 
for profitable use in any busi- 
ness. Made in a variety of sizes, 
alphabetical, numerical or any 
indexing to suit your 


Write today for complete details. 


td 
3 


THE Kihklhaas COMPANY 


8012 S. Chicago Ave. @ Chicago 17, tl. 


HEADS 
oo Fo 


DIES ano PROOFS $ 
Pzncoaves BUSINESS CARDS 


MANUSCRIPT 
COVERS 
£39 8 


— 100 | 


100'$11 © 1000 $15 
USINESS ANNOUNCEMENTS 500 ONLY $28 


CLIP YOUR LETTERHEAD T0 THIS AD... 
MAIL FOR FREE PROOF Es et 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
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GET MORE 
INFORMATION 
__pltiekly -- easily 


On New Products 
ae 


Obtain New Catalogs 
and Helpful 


Literature 


INQUIRY SERV:CE 


Subscribers 


to 
OFFICE MANAGEMENT 


[his service 1s provided for the con 
venience of Office Management Exec 
utives in obiaining complete informa- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers 
Fractional page advertisements are 
further identified by the initials of 
the advertiser. 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK... FOR PROMPT SERVICE 


OFFICE MANAGEMENT 
212 Fifth Avenue, New York 10, N,. Y. 


Please forward to the respective companies, our request for further 
information on the items we have circled below. There is no obligation 
to us for this. We understand this is a service to us as a subscriber. 


December 1957 New Products Items and Catalogs 
DECEMBER 1957 ADVERTISEMENT (Cirele respective item numbers) 
(Circle respective page numbers on which ads appear) 1 5 A-4 Bl BS C2 C6 D3 
Page Page Page Page 2 A-1 A B-2 B-6 C-3 C-7 D-4 
3rd Cover 19 66 82 LPC 3 A-2 A-6 B-3 B-7 C-4 D-1 D-5 
4th Cover 20 67 82 MCC 
3 22 68 83 SPC 4 A-3 A-7 B-4 C-1 C-5 D-2 D-6 
4 47 69 83 WAF 
6 49 70 83 AMI TOOLS OF THE OFFICE 
7 52 71 83 MI Information on products listed in the Tools of the Office 
8 53 74 84 AWF section may be requested by writing in names of manu- 
9 56CCS 75 BC 84 VPC turers. _—" 
10 56CES  75WRR 85 MMI anufacturer Page No. 
11 57 76 GS 85 CMC 
13 58 GSS 76 DCC 86 
14 58 OM 77 AP 87 BPC 
15 59 SMC 77 PBI 87 EFB 
16 59 DMP 80 GAC 87 TKC 
17 63 81 SI 87 DEC 
18 65 81 CI 89 
Fractional page ads further identified by initials of advertiser 
Name CVECS CEO OC CERDEE.6 65665 OH 006840 O98 60H EORTC HOCO EE Title eccce eee eresccccce . December 1957 Issue 
RNIN ac tox Wicce att Wu wiae eee enna aisesaaeeeeR au eeas Me poetiwecndideaees Office Management 
EE nb canpectacsscdenesnoa Saba a hacia weaeen nate Chee nawaens 
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until January 15, 1958 


ee 


. 


Ell 


Fa 


Fo 


” hue 5s = ea a i> Kuk EN re ot See MAL Feo aw (- S— ta - ee, ne 
t Fe : ' 
CAS Ae 
Paes: 
te oe 
. ce . : 
iad | 
" zy ! 
ee / ' 
ee _ — t 
ee e ' 
he : ' 
z ' 
Oras 5 For ‘ 
ae ere fF ' 
. Ac 
' ‘ 
poe os: rae ' 

aoa ‘ P 
bd piety 
| Bid ‘ Ak 
i agian ‘ An 
rae i 
ee ' : 
en ts daa 
a & ‘ An 
oe a ‘ é 

tak \ 

a : 
ay Av 
MG . t “s 
5 ie ‘ ' 
ee : ‘ 
Se ame 

a 23 ' Ba 

; a3 ; ¥ : : 

oi: ? Ba: 

see ‘ : 
| . : 
. ¢ 4 
ce ‘ 
7 , Bu 
C , t 
oe oy i es : , 
sae ' Ch 
Aue ‘ d 
20 Sree : ® 
= 8 Oi . eS -5* oe : ‘ - " ' Co 
re bk ‘ ‘ ‘ 
ae see E Co 
eg $ 
4 av 6. ‘3 ' 
te ‘7 ss ‘ 
; ee P 
ioe Ss ee De 

Re tea? ' & 

ee: —_—aeE ee ee ee ee ee eee eee ee ee : Di 

ih Be tn ' . 

vo ee Di 
Lt ' , 
Me ‘ 

a Do 

meat ies x m4 '‘ 

a¢ . 

nu < = 

as ae . 
par | Ea 
(+ edie 

Aa ut c ‘ ‘ 
cia 3 ‘ 
es ue se 
pa j 
4 SA vt ' 
Dee 1 | Es 
; =) { Es 
a eat : 1 F 
Reh ae ' 

“aii 
j z ! 
P ds fe: ‘ 

see: 5 .. ‘ 

i’ me 

a ae ¥ 

hee se ' 
ae ' 
eae fa 
"e si ; G 
ve ee. ' 
Be 3 Gz 
. Sa ' 
BS RA 
c ' 
* ia he Gl 
2 : ; ' 
Ss ae eae , 
d a Gr 
3, ‘ 
oe ' 

ir ay 

ae See + , Gi 

ye rae ae 
“ r ‘ ‘ 
oe So ' 

3 Re . 
Pane loa 
TA ste! . ' 
eS. A fiw 
te 5 ' 
ree ‘ 
ive fr : In 
“" bees ' 

ike 
% o& ' 
es 
of woe GUE Soa cinisntesevscesesserececccssscssecces MOMO cass. GOD ciccciecacscseesnes ‘tx 
me ' 
Y Te 
. 2 Number of Office Employees (all departments) cee ; 
ee : 
pa + 88 : : 
> 
~ . 
f 4) 
, 
gi ia : 
Shi a a | (S Seo ge ss ie Bas ar ae. aS 
hes i ae oma ie Be ices 8° ory a nb ’ = cx ie a ewe y ear 
che ee Pat - a a. Cpe *. 3 Y ey? ne P Me 
4 ae & = ae 4 ig end ae a a the Esa Cre: bp ; Pe - Lave, 


eeweww“e w~eenrnrenrieneneasceeeceeee@ @ @: 


eeeaeeae @eeeseae@eaeeFe ee @ © « 


se 628 6 62 &@ 6 O24 6 2 SS 6 @ 6 6.64.4: 42 2 BO 2 Oe 4 2S 2ST f SAP 2H C2 Fe 
eee#eee 


ADVERTISERS’ INDEX 


Acco Products Div. of Natser Corp..... 52 
Agency—La Porte & Austin, Inc. 


Acme Visible Records, Inc. .......... 57 
Agency—E. H. Brown Adv. Agency 
es. TR. 6000.88 6.08 6406'0 20 a0 83 


Agency—Clayman & Assoc. 
a. EE CORET TORT EET 77 
Agency—Neds & Wardlow Adv. Agency, Inc. 


American Telephone & Telegraph Co. .. 3 
Agency—N. W. Ayer & Son, Ine. 


Avery Adhesive Label Corp. .......... 86 
Agency—Martin R. Klitten Co., Ince. 


TS I eee ee Te 89 
Agency Kreicker & Meloan, Inc. 

BN: cones san ue ew ee wap eee 75 
Agency—James Thomas Chirurg Co. 

a er 87 
Agency—Francis Adv. Agency 

Burroughs Div. Burroughs Corp. ...... s9 
Agency—Campbell-Ewald Co. 

NR. sk w anes snes casuaseeten 81 
Agency—Wm. B. Remington, Inc. 
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Agency—Charles E. Yost Adv. 


Columbia Ribbon & Carbon Mfg. Co., Inc. 13 
Agency—E. M. Freystadt Associates, Ine. 
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Agency—Henni, Mere & McDonald, Inc. 


Dewberry Engraving Co. .............. 87 

Diebold, Inc., Flofilm Div. .. ‘ 67 
Agency-—Ritter, Sanford & Price, Ine. 
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Agency—Hicks & Greist, Inc. 

Dolin Metal Products, Inc. 59 

Eastman Kodak Co., Recordak Corp. .... 9 
Agency—J. Walter Thompson Co. 

Elbe File & Binder Co., Inc. .......... 87 


Agency—Kenneth L. Nathanson Assoc. 
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Agency—Ambrose & Borrie Adv. 
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Invincible Metal Furniture Co. ...4th Cover 
Agency—Klau-Van Pietersom-Dunlap, Inc. 
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Agency—Frank C. Jacobi, Adv. 


DECEMBER 1957 


Lee Products Co. ....--eseeee-seeeee 82 
Agency—Gibson-E rlander, Inc. 

Macey-Fowler, Inc. ......---+ errr e 4 
Agency—Givaudan Adv., Inc. 

Maggie Magnetic, Inc. .....---+++++++ . 85 
Agency—Dale Associates 

Management Control Charts Co. ree are 82 
Agency—Kencliffe, Breslich 3 Co. 
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Typewriter & Business 
Machine Stands 


DURING 


QUIET? 


y SILENT STEEL TOP is undercoated. 


¥ Retainers, guide bars and feet are 
cushioned. 


VCasters and feet of soft rubber. 


Only LUXCO Stands 


Offers so many “No Noise” Guarantees 


eae 


A Complete Line of Stands, Steel Ch 4 
and Stools and a DeLuxe Personal + ( BE 


BADGER inc. 


LA CROSSE, WIS. 


Export Department, 25 Beaver St, New York 4. NY 
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editorial 


The lights go on again 


AS THE YEAR ENDS, the series of ominous shocks the country has taken during 
the last few months—shocks that have damaged our prestige in the eyes of the world, 
and our own assurance in our technological superiority to the rest of the world— 
have left confused and bewildered a nation once, perhaps, too self confident. The 
challenge has been posed—-posed in terms the greatest assurance cannot mistake— 
but our response has not yet taken form. 


We have had a long period of complacency—and pleasant habits are always hard to 
break. But break them we must, and the country as a whole knows it, even though 
it speaks with many conflicting voices at the moment. Through an instinctive sense 
of the nation’s genius and history, every American, whether he puts the thought into 
words or not, knows that we will regain the lead that has been threatened only through 
work—hard, determined work. Work on the production lines, and in the offices across 
the country that coordinate those lines and keep them running smoothly. There is a 
phrase in a recent Washington column—“the always overwhelmingly impressive sound 
of the United States getting down to business again.” The column regrets that the 
world is not yet hearing chat sound. But the basic genius of our country insures that 
it will—Americans under challenge will see to that. 


On the eve of the First War, an English prime minister, gazing from the win- 
dows of 10 Downing St., made one of the most prophetic remarks of his era: “The 
lights are going out all over Europe.” We think the overlapping orbits of Sputniks 
I and II will have a different reaction: they will insure the lights going on again in 
factories and offices as Americans work with a common aim, and an overriding 
determination to reach their goal. 
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Which of these 
4 pictures 

is the biggest 
surprise to you 


. ++ about rotary card filing today? 


MOVE OR REFILE ONE CARD OR HUNDREDS instantly. Mosler Revo- 
leholds cards without mechanical attachment. No wear on cards 
derk. Ups efficiency. Gives real finger-tip control. 


G IS FASTER, REFERENCE QUICKER with Mosler Revo-File as 
Ards come to clerk” instead of clerk going to cards . . . 68 linear 
hes of filing capacity in a handsome cabinet only 36 inches long. 
ailable in manual and automatic electric selector models. 


* * * * * 


r big volume filing Mosler Roto-File can accommodate 
re than 80,000 cards . . . has all the exclusive features 
osler Revo-File. Several clerks can work at same time. 


ar ¢ ; Z | 

USES PRESENT CARDS. With amazing Mosler Revo-File, no costly trans- 
* position is needed. You save an average of $200 in change-over costs, 
plus big savings in time, space, money over old-fashioned filing. 


re Meg 


CARDS CAN'T DROP OuT. Mosler Revo-File is the only file of its 

* type that doesn’t rely on notched cards that wear out in use. 
The patented, exclusive belt method of holding records in file 
assures complete protection against card “fall-out” or wear. 


Another fine 
product of 

The MOSLER 
SAFE Company 


HOW TO MODERNIZE AN ACTIVE CARD FILE IN MINUTES. 


If you have 3,000 or more active card records of any type 
or size (including tabulating cards) which are used con- 
tinuously for reference and posting, mail this coupon today! 


Department OM-267, REVO-FILE DIVISION, 
THE MOSLER SAFE CO., 320 Fifth Ave., New York 1, N. Y. 


Please send me complete information on Mosler Revo-File and how 
to modernize an active card file in minutes. 


NAME POSITION. 


COMPANY 


ADDRESS. 


CITY. ZONE STATE_ 


SS a eee, ey et .*- . + Oe ge i . ae Z ve a gt SS an x SR ke — aa ee oe re r 
pe pgs + apres pk 5 5 Ps, rs  % aie : 
Ps cal iss eS ee a a a. ol = ee ten 
: w sare 4 F ths rs 2 Be "vag i = ( & . ie _ aes ie 
ae gf F ae; ca * ee *b ed a > = 
Ee or ae oe ee —— F Rite: eas va 
gr a bee 4 - i+ 3 gr eet * 
D3 aa Bes sem ee oa ort : % ee 
‘ee Se oe a at i Being ‘ rte he r % » 
a oa r i = See ot 5s an pai « ee — q . q 
ee se cet 5 ey . ia 
Ph fof 4 San ; — 
‘ aug a : ek Pe ” 4 ae aiid & 2 
ene eee... - i . nO Sie —enewrians a hi 4 y ee ait i *; & 
IN a, 5 ; ‘ ay cllaheenwnmern “- & Sd Ry is a lt 
fo ee fa co An any oz & ; a ; Ps —_ ep B 
oF - a 5 Te SS i a ae wee % “ ae 
, d BS 4 : ae Sa a: é : bau? a 5 
jee 3 Oe yy ? a} a Ba ie aa sage 
‘ ; : ; # 3 hn 
' - ~ \ 3a a i eae pe ‘ os 
By = : \ Ve ak XX. D Be = a 
oo i Bad: Kr eS i p re’ “i tah a 
= tie a . * Band . : ieee! 
Ot AERA STP 
(AO = e a , 7) 
1 e ‘ ro 
‘as. 
os ar ° 
of aa SRE RE ee si : 
2 yo Cee. es 5 ii Liga - eee co ee Yok ms 
“= * or! B k ; a mes ‘tea Eee oS SS ; a: 
rg ce me tf ~ Aes be ; ep Res i. 
“ge — Lo ila 3 CS a a 4 as Le es : E Le Sys, a 
aaa fa ee ae ie oe fe ye 9 4 a es ae oe . s 
ee iA ee pon ‘ ‘a 1. aie cs iat es ¥ ; aa ; 
sae aet an s 3 a : 262 ge A, J ‘ _ 3 ’ B y 7 
oe ie 4 4) —— . — . 2 as 
. Be Loa 3 eas Poe i e i ae ™ ce Sse i: 3 : 
: Ba ‘ 2 ae. : ae ae im % ee Be 
Cr eres —_ bos ee ; =. BE o ” eS i . Pa 
og aha ae i ae ae a + \eeee oe) sd ; F a 
es me esl : = 4 ag 4 ip ner 
< . 5 7 eas Ut) 
gee “ong is F 
Jfla J ote j \s ion ° Paeee oe 
AO Zh , ae ee : ~ . bi KO 
4 ; \ i ee b> . jv a q 
nd \ hae - ‘ . 3 3 ~ tr Meret a 
f eae 4 <r “ ; @ ° 7 ‘ Ee Lit Ba a i 
e& we **\ P +> i e . 2 : t ‘ i ee ban” ! —— site 
, Pe ‘ he se ee : = & ee A ee 
oe eos . Pe bear “I Pe ld iy  & — SS eee 
ph Go q \ \ ; ae Rea : é e @ : } _— 
a ee \ b' ine Rae te 4 # 4 ey — no — 
- rise “a y . 4 a = . S 
: a: “Tore Retin % Pie es a” 4 i ae 
" ¢ % Pe J my) 3) a 
2 ‘ a roy a eee : é . y ol i ie Uy iin ee 
ae Se! ao” eS - , : asietiimenmamanieemmaainaninams “a bases 
ee we _ 
‘ “ie . 4 Bie oc i ae ) wy 
2 iy 2 >: ae PRODUCTION CONTR eek Or eo eee t 
§ at ae j eh ne rik s oe ae *. a ‘rere P Berens 8M CBee “ No AG, x ‘h 
; a caer eee “ot ge Aca $7 : : ie tad 
are) ee se 5 nlc earn Ps : 
Beet i ee eS ae | ' } De. 
a i * " a = eg - . og pe 
~ —o. wee ane — 7 ease ae nee Baa) i ae 
F d = ; . BPR he aah 
, : a o pet ae Be e ie 
a } eee ‘ Pane i? — ie ILE 
ji = sa 4 pea 
SY ~<a FREE! : | oe 
St ‘oo — Eo, oaks ; o . } a 
P ; fs ro Si it bee 33 ee . mi 
6 ilies ie = ae. . ——,) Zs he 
i J, ¢ inte. “e o si he , — re eR fa 
é es F : + FO et 
; / oe XS - 2 oh , - Eg OO —“CSisSCSC‘CSNCiéC am 
® esa et ERE a “ : 1d 
a = » i eae m ; : y 
a ORI io : ’ | meh ate 
- emees s oe er ; é 
Fees ae 4 Ss eo. ee % be ray 
ee haa 4 hee e2"S 
ee a e aaa = os ee en = 
ear ' Ee © Z | RR 
; ene pe eee ee a Sieh ! 
= ] P 
| 
Dn hee 
| Fo Pa 
= ee | i. lament alc acta wa | 
-_ | ‘ 
e 
Sok ee ia, 4 a & + % RS ll ae % a [ee SR Se ay f ie Re gaa a Mie. 


How "Wrathful" Reagan found room for joy... 


| gp MORNING big boss Reagan 
arrived. Charming, urbane, 
boutonniered. By 10:15 — ber- 
serk! Trapped! Transformed by 
skimpy desk and chair into a 
wrathfully seething volcano! 
Cramped in the vise of no-room- 


panel perforated for smart effect 
and free circulation of air. New 
leg base under each pedestal 
(shown) or standard island base. 

Plush business living indeed 
for important executive or pro- 


* THE INVINCIBLE 
OFFICE PLANNING 
MAN isn’t really 
a knight in shining 
armor. It’s just his 
good works that make 
him seem that way. 


to-work! 
Happily, his rantings were 


fessional like Reagan, who now 
each day departs as he arrives — 
delighted, delightful, spreading 


Naturally, you’re no “Wrathful” 
Reagan. But considering the trend to 
more attractive, efficient and comfort- 


heard by the Invincible Man 
with the office plan. After a swift 
survey of situation and space, he 
produced a layout featuring the 
most impressive “Big Boss” 


ae furniture ever seen . . . a hand- 
ee oe some new two-tone desk with 

ade 2, gracefully molded edge top, 
‘ conference table in itself. Back 


MANITOWOC, WISCONSIN In Canada: A. R. Davey Company, Ltd. 


able executive and general offices — 
with more adroit use of space — you'll 
find it pays to work with Invincible’s 
office-planning consultants. 

Write for free descriptive literature. 


the joy he has discovered. 


MORAL: In business, volcanoes are not 
born — but made by inadequate furniture. 


Metal Furniture Company | 


& 


Business-engineered 
for better business living 


Factory Representative 
1162 Caledonia Road, Toronto 10, Canade 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Page 88 vn, 
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